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H story. This is a new publication.

Sunmmary. This regulation prescribes policies, guidance,
responsibilities, and procedures associated with the use of
t he Governnmentw de conmercial purchase card (GPC) program for
the acquisition of commercially avail able goods and services
i ncl udi ng construction val ued wi thin t he sinplified
acqui sition threshold. The Principal Assistant Responsible
for Contracting (PARC) is designated as the USAREUR Proponent
of the program pursuant to the Arny Federal Acquisition
Regul ati on Suppl ement ( AFARS) Subpart 5113. 2. Card
mai nt enance and property accountability are established, as
are pertinent purchasing prohibitions within specific area
di sci plines requiring pre-approval.

Applicability. This regulation applies to US. Ar ny
or gani zati ons, units, and activities in Europe that
participates wthin USAREUR s Governnent Purchase Card
Program

This regul ati on supersedes U.S. Arny Contracting Command,
Eur ope, SOP NO 22 dated 07 OCT 1996, subject: Standing
Operating Procedures for | MPAC Usage
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Suppl enent ati on.  Suppl enentation of this regulation and the
establishment of Jlocal fornms are prohibited except upon
approval of the Chief, Policy D vision, HQ USAREUR Princi pal
Assi stant Responsible for Contracting (PARC). Pr oposed
suppl ements will be justified in witing and submtted for
approval to Cdr, USACCE, ATTN AEUCC, Unit 29331, APO AE
09266- 05009.

Suggested | nprovenents. The proponents of this regulation
are the PARC (policies and over-all inplenmentation); Deputy
Chief of Staff for Resource WMnagenent (DCSRM), USAREUR
(financial managenent authori zation); Deputy Chief of Staff
for Logistics (DCSLOG, USAREUR (property accountability);
and the Deputy Chief of Staff (DCSIM, USAREUR (infornmation
m ssion assets). Users are invited to send conments or
suggested inprovenents using DA Form 2028 (Recomended
Changes to Publications and Bl ank Fornms) to HQ USAREUR PARC,
ATTN. AEAPR- PA- PL.
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1. Purpose.

a. This regulation prescribes policies, guidance,
responsi bilities, and procedures for the acquisition of
comercially avail abl e supplies or services, including
construction valued within the sinplified acquisition
threshold here within United States Armny, Europe and Seventh
Arny (USAREUR) .

b. The Governnent-w de commerci al purchase card (GPC)
program al so known throughout the Departnent of Defense as
the International Merchant Purchase Authorization Card
(I.MP.A O, delegates procurenent authority with stated
limtations, in witing, the scope of the authority to be
exerci sed.

c. The USAREUR GPC Program del egat es procurenent
authority for authorized, approved purchases valued wthin
the foll ow ng threshol ds:

1) Mcro-purchase Threshold Authority. Purchases
val ued at or bel ow the mcro-purchase threshold ($2,500 or
| ess; $2000 for construction).

2) Expanded Authority. Purchases val ue exceedi ng
$2,500 up to $25,000 outside of the Continential United
St at es ( OCONUS) .

3) Odering Oficer Authority. Purchases val ued
at or bel ow $50, 000, via placing orders (if authorized in
the contract) for supplies and services covered by
Indefinite-Delivery (ID) contracts and Federal Supply
Schedul es (FSS).

2. Authority.

a. Executive Oder 12352 on Federal Procurenent
Reforns set forth requirenents for federal agencies to
establish prograns for reducing adm nistrative costs and
ot her burdens that the acquisition processes nmay inpose on
t he Federal Governnent and the private sector

b. The Federal Acquisition Streanlining Act (FASA) of
1994 established the I.MP.A C. for use in purchasing and/or
payi ng for authorized comrercially available supplies,
services, or construction.

c. I.MP.AC hereinafter will be referred to as the
Gover nnment wi de commerci al purchase card (GPC)
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3. Applicability.

a. This regulation applies to all U S. Arny units,
organi zations, and activities in Europe participating
wi thin the USAREUR GPC Program

b. The procedures contained in this regulation are
applicable to appropriated funds purchases. Purchase
procedures do not apply to Non-appropriated Fund
Instrunentalities (NAFIs). Authorized NAFI personnel nust
use the Governnment purchase card in accordance with the
Arny-wi de SOP for U S. Arny NAFIs.

4. Background.

a. Since 1989, the General Services Adm nistration
(GSA) has been contracting for purchase card services for
Federal offices and agencies. The Government purchase card
Is an internationally accepted VISA purchasing card. The
card bears the Geat Seal of the United States along with a
restricted use designation “For Oficial Use Only.”

b. The GPC Program achi eves gover nnent-w de savi ngs by
reducing adm nistrative lead tinmes and costs associated with
t he purchasi ng process of commercially avail abl e goods and
services, while streanlining paynent procedures. The card
has built in safeguards and managenent controls to mnimze
m suse.

c. The purchase card enpowers non-procurenent and
procurenment personnel wthin USAREUR with a sinple, easy
met hod of purchasi ng m ni rum Gover nnent m ssion requirenents
aut hori zed by | aw or regul ation.

d. Procurenent personnel with appropriate training and
experience may be authorized to use the card up to
$999, 999. 99 for paynent purposes when all statutory and
regul atory requirenents are net.

5. GCeneral GPC Program | nformation.

a. The effective operation of USAREUR s GPC Programi s
desi gned around the rel ationshi ps of appoi nted key program
officials who conpose a teamand play a critical role in
assuring the integrity of the purchasing process.
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b. Any U S. Government enployee, mlitary or civilian
i ncluding | ocal nationals, my be sel ected and appoi nted as
a GPC programofficials. The appointed officials are agency
or organi zation program coordi nators, cardhol ders, approving
officials, purchase card certifying officers, and billing
of ficials.

c. The Under Secretary of Defense for Acquisition
Technol ogy oversees the GPC with the DoD. The Assi stant
Secretary of the Arny (Acquisition Logistics and Technol ogy)
i npl enments and devel ops policies for use of GPC in the Arny.
The Assistant Secretary of the Arny (Financial Managenent)

i npl enments and devel ops finance and accounting policies for
use of GPC.

d. The DoD Joint Purchase Card Program Managenent
Ofice admnisters the GPCto the mlitary services and
federal agencies. The programoffice reports to the Deputy
Secretary of Defense and other senior officials within the
Departnment. The program office official web site is
http://purchasecard.saalt.arny.ml. This site provides,
program updates, statistical information, policy letters,
paynment and del i nquenci es status on the purchase card
program for all DoD agenci es.

6. Policies.
A. Purchase Card Gui deli nes.

1) The Governnent purchase card shall be used to
pur chase and/ or pay for commercially avail abl e suppli es,
services, and equipnent to fulfill unit, organizations and
activity’s mninmumimedi ate m ssion requirenents.

2) The Arny’s policy encourages del egation of
procurenent authority to the | owest possible |evel.
Commanders and Activity Directors determ ne what the | owest
|l evel is within the organization. Only those personnel with
a continuing need to purchase goods or services as part of
job responsibility should be an appointed program official.

3) The GPC shall be the preferred nmethod to
purchase and pay for mro-purchases (all requirenents $2,500
and bel ow, $2,000 for construction). Any purchase requests
submitted to the Contracting Ofices valued at $2,500 and
bel ow must have a witten justification attached expl ai ni ng
why the requirenent cannot be purchase with the card and
signed at the Conmmander or the Director’s |evel.

4) The use of the card constitutes obligation and
expenditure of appropriated funds. The advent of the
purchase card did not abrogate funding rul es established by
statute, Congressional direction, Conptroller Ceneral
Decisions and Arny policies. As a general rule, if

3
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appropriated funds were not legally available for a purchase
bef ore the purchase card, funds are not |egally avail abl e
NOW.

5) Non-procurenent personnel with an approved
del egation of authority may use the purchase card as a
purchase and or paynent instrument for supplies, services
(to include non-personal services), and equi pnent.

6) Procurenent personnel with appropriate training
and experience may be authorized to use the purchase card up
to $999,999 as a nethod of paynment on orders placed agai nst
contracts when contract provisions pernmts purchase card use
and all statutory and regulatory requirenents are net.

7) Purchase cards shall be issued only to USAREUR
appoi nted personnel (also known as Cardhol ders). The
cardhol der is authorized and trai ned, pursuant to USAREUR
procedures on the GPC Program

a. Cardholders may not re-del egate their
authority, or allow another person to use the card. Neither
shall a cardhol der sign (ratify) a purchase nmade by soneone
el se.

b. The card is issued in the cardhol der’s nane
and the inprints on the front displays the great seal of the
US wth the words “United States of America” to avoid
bei ng m staken for a personal credit card.

8) Contracting Oficers shall not issue purchase
cards to contractors. Contractors requiring a purchase card
under a cost-reinbursable type contract shall submt their
request to the contracting officer for that reinbursable

contract who will determ ne whether they are eligible to be
i ssued a purchase card under contracting rules. The
contractor will then file a Request for Eligibility

Determ nation with the GSA Smart Pay Contracting Oficer.

9) Purchases nmade with the card shall be “For
Oficial Use Only.” Cardhol ders shall advise the
vendor/ merchant of this official capacity at the time of the
purchase transaction and that the purchase is exenpt from
federal, state and |ocal taxes.

B. Delegation of Authority.

1) The Chiefs, Regional Contracting Ofices, or
Commander, W esbaden Contracting Center nay del egate
procurenent authority in accordance with Arny Federal
Regul ati on Suppl enrent 13.9002 (2) and (3) wthin USAREUR

2) Del egated appointnments will be given in witing
stating authority, limtations and responsibilities for the
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appoi ntee. See Attachnment A for sanple of appointnent
letters.

C. Conditions for Use of the GPC.

1) The total anmpbunt of a single purchase to be paid
for using the card nay be conprised of nultiple itens, but
cannot exceed the authorized single purchase limt.
Purchases will be denied if the authorized single purchase
limt is exceeded. Paynent for purchases is not to be
“split” in order to stay within the single purchase limt.
See Appendi x F.

2) Al supplies or services purchased over the
counter to be paid for using the purchase card nust be
i mmedi ately avail abl e and involve a single delivery at the
poi nt of sale. No back ordering is all owed.

3) Al supplies purchased by tel ephone order or via
the world wi de web nust be delivered by the vendor within
the 30 day billing cycle. The order shall not be placed

wi t hout this assurance. All itens purchased during one
t el ephone transaction nust be delivered in a single
delivery. If anitemis not imrediately avail able, no back

ordering is allowed.

4) Al non-expendable, sensitive, pilferable
suppl i es must be approved for purchase by the appropriate
organi zation’s Property Book Ofice in witing prior to use
of the card.

5) \When meking a purchase with the card, the
cardhol der shall informthe vendor that the purchase is for
“Oficial U S Governnent Use Only,” and is not subject to
state or local sales tax. The card is inprinted on the front
with “US Governnent Tax Exenpt” for clarification. See
gui dance and procedures at Appendix E for tax relief within
Eur ope.

D. Authorized Uses of the Purchase Card.
1) Supplies, services and equi prent $2,500 or |ess.

2) Non-personal Services. Non-personal services
are further divided into recurring and non-recurring
servi ces.

a. Recurring Services are those that are
performed at regular intervals and have a denand that can be
predi cted on an annual basis predicated on actual use (i.e.
janitorial services, laundry service) or whose demand can be
predi cted based on a project average use (i.e. maintenance
services. NOTE: If the requirenent is for recurring
services that exceed $2500 a year, it is in the best
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i nterest of the Governnent to obtain contractual coverage
for that service through the contracting office.

b. Non-recurring Services are those that
i nvolve on-tine or irregular services (i.e. foreign |anguage
transl ati on services not needed on a regular interval).
These “as needed” services may be purchased up to the $2500
limt.

3) Method of Paynent. Procurenent personnel and
aut hori zed cardhol ders nay use the purchase card as a
paynment instrunment for orders exceeding $2,500 made agai nst
Federal Supply Schedul e contracts, calls witten against a
Bl anket Purchase Agreenent (BPA) or orders placed agai nst
Indefinite Delivery/Indefinite Quantity (IDIQ contracts
that contain a provision authorizing paynent by purchase
card.

4) Purchases from Army/ Air Force Exchange Services
(AAFES) stores. Arny organi zations are authorized to use
the purchase card up to m cro-purchase thresholds at DoD
NAFI s, including AAFES facilities, provided the resale
activities are within scope of the particular NAFI’'s
charter.

5) Inter-Departnental Agency Purchases. The
purchase card may be used to pay for supplies and services
from ot her governnent sources (i.e. Defense Autonmated
Printing Service (DPAS), Ceneral Services Adm nistration
(GSA) stores or depots, Defense Logistics Agency (DLA).
When purchasi ng from ot her governnent sources, procurenent
t hreshol ds do not apply as they are considered to be
i ntragover nnental rather than commercial transactions.

6) Printing Services. Purchases of printing
services with the Defense Automated Printing Service (DAPS)
of fice are authorized up to $100, 000.

7) Roomrentals for Conferences and shuttle bus
services to transport attendees to and fromthe conference
site. Approval shall be obtained in advance fromthe
Resource Manager and Staff Judge Advocate for [|ight
refreshnents, prior to making a commtnment with the vendor

8) Civilian and Mlitary Training. The purchase
card shall be used as a nethod of paynent for all conmercial
training $25, 000 and bel ow for the follow ng:

a. DD Form 1556, Request, Authorization,
Agreenent, Certification of Training, and Rei nbursenent for
civilians.

b. DD Form 2171, Request for Tuition
Assi stance, provides financial assistance for voluntary off-
duty education Prograns in support of soldiers professional

6
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and personal self devel opnent. The DA Form 2171 is the
obl i gati on docunent for education prograns and services
aut hori zed under Title 10, US Code 2007 and AR 621-5, Arny
continui ng education system Advance paynents are

aut hori zed under TA Programin accordance with AR

621-5. All course enrollnents nust be approved prior to
start of class.

E. Purchases Requiring Coordination, Review, and
Aut hori zati on.

1) Requests for the follow ng supplies, equipnent
or non-personal services require the cardhol der to contact
t he appropriate functional proponent for coordination and
aut hori zati on before naking the purchase.

2) The purchase file shall docunent the
coordi nated approval prior to purchase. Al purchases nust
be approved by the accountable officer (SSA/SSO. Witten
is preferred, however, electronic-nmeans is acceptable as
long as the identity of the authorizing official is entered
in the purchase log. The format Attachnent B is included
for use when requiring coordination, review and approval and
will be part of the inspection/review process during
nont hl y/ quarterly/sem -annual and annual inspections wthin
the GPC Surveill ance Program and Command Supply Discipline
Program ( CSDP) .

3) Coordi nated purchases incl ude:

a. Hazardous and Potentially Hazardous
Materials. (i.e. acetone, alcohol, benzol, ether, gasoline,
napt ha, toner for printers, etc.)

b. Communi cations and conputer equi pnrent and
sof t war e. Tel ephone instrunments, cell phones, cell phones
activation service, and expansion plug-in-cards.

c. Paid Advertisenments. Authorizing Oficial:
ASG or Activity Commanders and PARC.

d. Audio visual information, electronic digital
i magi ng and vi deo equi prent and services.

e. Rental/lease of material handling equi pnent
and or fleet notor vehicles.

f. Centrally nmanaged itens related to weapon
syst ens.

g. Ammunition, "Sinmunitions", or explosives.
Prior approval nust be obtained through USAREUR DCSLOG and
DCSOPS.

h. Information Technology (I T) Assets

7
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1) The purchase of IT requirements within
USAREUR shal | be in accordance with USAREUR Supplenent 1 to
UR 25-1.

2) Specific IT assets (i.e. PCs, software,
peri pheral devices, non-tactical radios, audio/video
equi pnent, copiers, facsimle machines, pagers, cellular
t el ephones (to include cellular activation phone service),
etc.) shall be pre-approved through the Deputy Chief of
Staff, Information Managenent, USAREUR, before naking the
pur chase.

J. Commercial Printing Services.

1) Purchase of conmercial printing
services, copying services, or copier services provided by
comer ci al vendors shall not be nade without prior
coordi nati on and authorization fromthe Defense Automated
Printing Services (DAPS).

2) The purchase card threshold with DAPS is
up to $100,000 in a single purchase transaction. Wen DAPS
determ nes that printing services is not avail able and
approval is granted for comrercial printing sources, the
threshol d shall revert to $2,500 per single purchase
transacti on.

k. Non-expendabl e (budget code 9) equi pnent.

|. Repair Services. Before acquiring repair
services, the Contracting Ofice shall be consulted and wll
verify to the cardhol der that the repair services required
are not already covered by an existing preventive
mai nt enance agreenent. In addition, consult the
organi zati on’ s equi pment custodi an to ascertain whet her
repair may be covered under an existing contract.

m  Books, periodicals and manuals. For non-
m ssion essential materials, organizations are encouraged to
check with the Contracting Ofice prior to using the
pur chase Card.

n. Professional Services.

1) Professional services are those services
rendered by persons who are nmenbers of a particul ar
prof essi on or possess a special skill (e.g., accountants,
| awyers, architects, engineers, physicians, dentists, etc.).

2) Laws and regul ations nmay require that
services rendered by these individuals be |Iicensed,
regi stered or certified prior to providing the service.



‘FI NAL DRAFT USAREUR Reg 715-33

3) Legal coordination and approval nust be
sought prior to purchasing professional services.

0. Business Cards.

1) Business cards for performance of
official duty nay be printed using existing software and
card stock supplies in the organi zati on.

2) Purchase of business cards can be
acquired fromthe Governnment mandatory supply source
Nat i onal Industries for the Blind (NIB), as permtted by the
Ofice of the Secretary of Defense if the purchase price is
the sane or less than the cost to create business cards from
the organization’s private stock cards printed on personal
conput ers.

p. Express Delivery Service.

1) Purchases from vendors who provide
Donesti c Express Next Business Day Service and or Smal |
Package Delivery Service cannot be nade w thout prior
coordi nati on and authorization fromthe Transportation
Managenent O fice (TMO).

2) A higher comercial rate for express
service will be incurred, if the purchaser of the activity
or unit fail to use delivery service under USAREUR s
exi sting contract.

F. Unauthorized Uses or Prohibitions of the Purchase
Car d.

1) Cash advances. Cash advances are prohibited
under the USAREUR GPC Program and are not permtted under
any circunstances. Money orders are considered to be cash
advances and shall not be purchased by cardhol ders to obtain
itenms fromvendors who do not accept the purchase card.

2) Brokering. Brokering is when a vendor gets
anot her vendor or a Bank to swipe a credit card for them

a. This is a prohibition against VISA
regul ati ons because when the cardhol der revi ews and
reconciles the nonthly statenment of Account at the end of
the billing period, the purchase cannot be verified and that
transaction cannot be certified for proper pay.

b. A cardhol der shall treat any single purchase
that is charged by a nerchant or vendor w thout valid
recei pts for proof of purchase as a fraudul ent charge and
di sputed wth the Bank
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c. Brokering will not be used as a neans of
purchase. |If the vendor does not accept the purchase card,
t he cardhol der nust make every effort to find a vendor who
accepts the card. It is unauthorized to have a bank act as

a broker for a vendor to receive cash or deposit cash to the
vendor’s account to pay for itenms bought with the purchase
card.

3) Conflicts of Interest. No one individual shal
be established as the purchaser, receiver, and certifier of
purchases made with the card. For exanple, Property Book
Oficers will not be appointed as either Cardhol ders or as
Approving Oficials.

4) Purchase of any item available in the Departnent
of Defense whol esal e supply systemw th the exception of
items that have been determned, with approval, that it is
in the Governnent’s best interest because of a conbination
of quality, tineliness, and cost to buy the itemfroma
Conmrer ci al sour ce.

5) Construction services exceedi ng $2, 000.
Construction services of any dollar value should not be
undertaken wi t hout prior approval fromthe appropriate
Director of Public Wrks (DPW.

6) Personal services. Personal services contracts
are contracts that, by its express terns or admnistration,
makes the contractor personnel appear, in effect, to be
Governnment enpl oyees (i.e. consultants directly under
Gover nment supervision, tenporary office help, etc.

7) Purchase of bottled water. Appropriated funds
will not be used to purchase bottled water. Personnel
desiring the item nmust purchase bottled water with their
personal funds. For |limted exceptions to this general rule,
consult Legal Counsel with specific facts for any given
situati on.

8) Construction services exceedi ng $2, 000.
Construction services of any dollar value should not be
undertaken wi t hout prior approval fromthe appropriate
Director of Public Works (DPW.

9) Rent or |ease of |land or buildings exceeding 30
days.

10) Purchase of airline, bus, or other travel
rel ated tickets.

11) Purchase of airline, bus, or other travel
rel ated tickets.

10
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12) Rent or |ease of notor vehicles during travel
related duty. Rental/l|ease of notor vehicles associated
with travel or tenporary duty supported by travel orders
(this includes purchase of airline, bus, and train tickets

13) Rei nbursabl e expenses due to TDY via a travel
voucher. Purchase of neals, drinks, |odging or other travel
or subsistence costs associated with official governnent
travel shall not be purchased with the purchase card.

14) Purchase of repair services, gasoline or oil for
i nteragency fleet managenent (1 FMS) vehi cl es.

15) Purchase of aviation, diesel, heating fuel,
gasoline fuel or oil for aircraft and notorized vehicles. An
exception is packaged oil and lubricants needed to support
base mai nt enance shops, for which the purchase card may be
used.

16) Purchase of Gfts, Unit Quidons, Trophies, and
Pl aques.

17) Purchase of mmjor tel econmunications systens
such as Federal Tel ecommuni cati ons/ Tel ephone System (FTS)
2000 or Defense Sw tched Network (DSN).

18) Purchase of Uilities Services.

E. Use of the Purchase in Support of Contingency
Exerci se Operations.

1) Mlitary units organic to USAREUR wi Il use the
Gover nnent purchase card for contingency/exercise
operations in accordance with this regul ation.

2) Mlitary Units external to USAREUR w || use the
Gover nment purchase card for contingency/ exercise
operations in accordance with U S. Arny, Europe Governnent
Purchase Card policy for the Bal kans Area Of Responsibility
(AOR). The policy can be obtained fromthe foll ow ng
addr ess:

Commander

U S. Arny Contracting Conmand Europe
Unit 29331, ATTN. S-3

APO AE 09266

3) Warranted contingency contracting officers are
aut horized to use the purchase card in support of
conti ngency/ exerci se operations up to $200, 000.

11
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7. Responsibilities.

a. The Principal Assistant Responsible for Contracting
(PARC) shall be responsible for the overall inplenentation
and adm nistration of the Governnent-w de conmerci a
Purchase Card Program United States Arny Contracting
Command Europe (USACCE) admi nisters the USAREUR GPC Program

b. The Deputy Chief of Staff, Resource Managenent,
USAREUR (DCSRM shall be responsible for inplenmenting DoD
fi nanci al managenent policies and gui dance within the
USAREUR GPC Pr ogram

c. The Deputy Chief of Staff, Logistics, USAREUR
(DCSLOG) shall be responsible for establishing policy and
procedures for | ocal purchase authorizations, demand history
additions, and property accountability for itenms purchased
wi thin the USAREUR GPC Program

d. The Deputy Chief of Staff, Information Managenent,
USAREUR (DCSIM shall be responsible for policy and
procedure for acquiring Information Technology (I T) assets
sof t war e/ hardwar e, equi pment, supplies, or services within
t he USAREUR GPC Program

e. Commanders or Activity Directors shall be
responsi ble for the inplenentation, adm nistration and
adherence to guidelines set forth in the USAREUR GPC Program
for their units.

1) Commanders, battalion or brigade |evel where
appropriate, shall appoint the purchase card certifying

of ficer (approving/billing officials) for purposes of
certifying paynents to the paying office (DFAS di sbursing
officer) for official billing invoices. (See Attachnent A-
1)

2) Certifying officers are pecuniarily liable for
erroneous paynents resulting fromthe performance of their
duties in accordance with Title 31, United States Codes,
section 3328.

3) Commanders at all levels will ensure that
oversi ght nmanagenent and the incorporation of surveillance
be conducted and docunented during the Command Supply
Di scipline Program (CSDP) inspections per, AR 735-5,
“Policies and Procedures for Property Accountability.

4) Conmanders at all levels will ensure that a
Surveill ance Monitor for the GPC Programis appoi nted and on

12
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orders. This nonitor may be the sanme person as perforn ng
the duties as the CSDP nonitor nentioned above. However,

t he echel on perform ng the inspections and surveill ance nust
take into account conflicts of interest when appointing

t hese personnel (see: “Separation of Duties” under Purchase
Card Procedures).

USAREUR Command Supply Discipline Program

UR

Conducted Annually Divisional Units

Non- Di vi sional Units Units Company

Conducted Annually

Corp

Conducted Semi-Annually

onducted Quarterly

Conducted Annually

U'R

Conducted Annually

CORPS Conducted Semi-Annually

Ccoscom/
y Conducted Annually BDE Separates CSG Conducted Semi-Annually
U R (COSCOM only)
21% Conducted Annually BN wonducted Semi-Annually
SUPCOM
SETAF C
onducted Semi-Annually Ompany
DE

ﬂ'Conducted Semi-Annually

U R

Conducted Annual IyB N Company

PERSCOM
7"ATC

nducted Semi-Annually

PSR (VY TDA (ASG/BSB Units)

LJ y R Conducted Annually
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f. Commander, W esbaden Contracting Center (WC) and
Chi efs of the Regional Contracting Ofices (RCOs) shall:

1) Develop internal operating procedures for use of
t he purchase card and incorporate appropriate controls in
the Conmand or Installation Internal Control Program
Procedures and controls shall be witten to place m ninmum
burdens on cardhol ders

2) Designate an individual within the WCC and RCGCs
as the Agency Program Coordi nat or.

3) Issue witten del egations of authority to
car dhol ders.

4) Approve training course content and instructor
qual i fications.

5) Ensure prescribed purchase card training of
cardhol ders and approving officials in accordance with
Federal, Arny and agency regul ati ons.

6) Ensure appropriate functional proponents’
participation in the devel opnment and adm ni stration of the
GPC Card Program (i.e. Resource Managers, Directors of
Logistics, Director of Public Wrks, Information Managers,
Legal etc.)

7) Perform oversight reviews on approving officials
to ensure cardhol ders’ adherence to policies and procedures.
Reviews wi Il be conducted not |ess frequently than annually.
Purchase card accounts with significant dollar thresholds
shoul d be reviewed on a nore frequent basis.

8) Ensure that Conveni ence Checks Accounts (whether
U S or Foreign Drafts) are safeguarded to ensure good
st ewardshi p. Al so ensure the safeguards di scourage and
detect fraudulent actions with the checki ng accounts.

9) Perform checking accounts audits on a quarterly
basis. The audits will be conducted by a duly appoi nt ed,
disinterested third part under the guidance of the | ocal
Internal Review (IR activity).

g. Agency Program Coordi nators (APCs):

14
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1) Responsible for overall operations and
adm nistration of the installation’ s purchase card program
wi t hi n USAREUR.

2) Serve as the CGovernnent purchase card foca
poi nt at each contracting activity. Shall be the liaison
bet ween participating installation activities, GSA and U S
Bank 1. M P. A C. Government Card Services.

3) Admnisters the day to day operations and
perforns program adm ni stration, which includes:

a. Establish and maintain current, cardhol der
and approving official accounts (i.e. account set up and
adm ni strative data change updates).

b. otain fromresource managers, finance and
accounting data to include spending limts for establishing
pur chase card accounts.

c. Ensure that purchase card accounts are not
established until mandatory purchase card training has been
received, required letters of del egati ons and appoi nt nent
| etters have been issued to cardhol ders and approving
officials/certifying officers. Training shall include but
will not be limted to:

» Federal |aws, regulations, and policies
e Sinplified Acquisition Procedures

* Required Sources of Supplies

* File Docunentation and Retention

» Ethics/Standards of Conduct

« Account Reconciliation and Paynent

* |Inproper Uses of the purchase card

e Purchase card security

» Fraud, Waste, and Abuse

d. Mintain statistics and managenent reports
relative to the installation’s purchase card program

e. Assist approving officials and cardhol ders
I n resol ving questions, problens, and di sputes.

4) Ensure that actions are taken to resolve
del i nquent paynents on cardhol der accounts as a result of:

a. late reconciliation of statenent of accounts
by car dhol ders.

b. late certification of billing statenent.

15
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c. paynents lacking identification to the
i nvoi ce and general confusion on anounts due.

h. Approving/Billing Oficials (ABGs):

1) Ensure that the transactions neet the |egal
requi renents for authorized purchases card purchases.

2) Ensure that adequate docunmentation is avail able
for individual transactions in the cardhol der’s purchase
| og.

3) Ensure the facts presented in docunents for
paynment are conpl ete and accurate.

4) Ensure that non-expendabl e property, sensitive
and or highly pilferable supply itens have been properly
recorded on Governnent property records for inclusion in the
i nventory system

5) Take appropriate action to prevent two or nore
paynments for the same transaction.

6) Ensure proper inplenentation of disputes
procedures when transactions are questi oned.

7) Provide a copy of certifying officer appointnment
letter with signature card to the servicing DFAS paynent
of fice.

8) Certify and forward the official invoice to the
payi ng office within 15 days of receipt. Electronic invoice
I's considered received on the first day foll owi ng the end of
the billing cycle.

9) Performsurveillance reviews of 100% of their
cardhol der accounts at |east every 3 nonths (not once per
fiscal year). Additionally, report to the appropriate APC
i mproper purchases nmade by the cardhol der and reconmend
appropriate action regardi ng suspension or cancell ation.

10) Report to the APC any changes to the purchase
card account (i.e., change in cardhol der, address, phone
nunber, nmonthly spending limt increases or decreases,
nmerchant activity code, etc.).

11) Ensure that the dermand hi story additions (DHAS)
are submtted by the cardholders to their supporting
Standard Arnmy Retail Supply Sysytem (SARSS) activity for
each purchase by the GPC

I. Accountable O ficers/ Supply Support Oficers

16
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1) Ensure that reviews are conducted for | ocal
purchase and are approved when the criteria set forth in
USAREUR 710-2 is net.

2) Submt DHAs through SARRS for all |ocal purchase
transactions when their custoner provides the conpleted
transaction’s proof of purchase and necessary receiving
reports.

] . Cardhol ders:

1) Maintain purchase card security to prevent
unaut hori zed charges agai nst the account and ensure that no
other individual is allowed to use it.

2) Maintain a purchase card transaction log to
record, track, reconcile, and nmai ntain purchase card
transactions to include keeping a revol ving bal ance of
avai l abl e funds as each itemis purchased See Attachment D
for a sanple. The purchase | og shall be the cardhol der | og
wi t hi n Cust omer Aut omated Reporting Environnent (C. A RE.)
when t he cardhol der has been given access to C AR E.

3) Submt and maintain purchase request (SEE
Attachnent B-2 as an exanple) on the use of the GPC t hat
reflect:

a) the approval process for use of the GPC for a
transacti on.

b) the accountability was established as
determ ned by the Property Book/Accountable Oficer.

c) the subm ssion of DHAs to the SARSS activity
wer e conpl et ed.

4) Reconcile purchases actually made within 5
wor ki ng days of receipt of their nonthly statenent of

account with their Approving Billing Oflcial. Electronic
statenent of account is considered received on the first day
following the end of the billing cycle.

5) Shall produce for that review reconciliation the
pur chase requests and/ or hand recei pts, where appropriate,
to validate that the property purchased was properly
accounted for.

7. Defense Finance and Accounting Services (DFAS) Operating
Paynment Locations (OPLQOCS):

a. Provide disbursenment support by paying purchase card

official invoices in full and in accordance with the
certifying official’s certification.

17
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b. Al paynents di sbursed on the purchase card program
are subject to the Pronpt Paynent Act.

c. The USAREUR DFAS OPLCC is |l ocated at:

MIlitary Address: DFAS
ATTN.  RFPS-1 MPAC
Unit 23122, BLDG 3208, RM 210
APO, AE 09277

Street Address: DFAS — Kl eber Kasern
ATTN. RFPS-1 MPAC
Mannhei mer Str, BLDG 3208
67656 Kai serl autern, Germany

8. US Bank I.MP.A C. Governnment Services. The follow ng
hi ghl i ght the Bank’s functions and responsibilities under
t he GSA contract:

a. Electronic Transaction Purchase Card Managenent.
Provide APCs with internet access to the bank’s database
usi ng a web based access nedi um known as “Custoner
Aut omati on Reporting Environnent (CARE)”. CARE
al l ows APCs el ectronic transacti on managenent of purchase
card accounts to include account set up, maintenance
capabilities and el ectronic reporting.

b. C A RE Wb Based Training. The Bank’s web-based
on-line training tool that will teach APCs, cardhol ders,
and approving officials howto use the C.A R E database
responsibly is located at https://wbt.care. usbank.com

c. Training. The Bank will provide each organization
with training materials, such as guides and vi deot apes, at
no cost. Exanples include: Installation Purchase Card
Program Manager Cui de and Trai ni ng Vi deot ape; Cardhol der
Qui de and Training Videotape; Billing Oficial Cuide;
Designated Billing Ofice Guide and Trai ni ng Videotape; and
Program Overvi ew Vi deot ape.

d. Bank Forns. The Bank will provide each
Installation APC with sufficient copies of all bank forns
for purchase card account set-up, nmintenance, and disputes
(i.e. account set-up, naintenance, cancellation, etc.).

The Bank will accept the forns in any nedia (i.e. hard
copy, fax, electronic) requested by the organization.

Forms and training materials can be downl oaded fromthe web
at www. usb. cominpac/train nktg materials. It is inportant
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to use the underscore between train and nktg and nktg and
materi al s.

d. Cardhol der Statenment of Account (SOA). Wthin
five work days after the end of each nonth billing cycle,
the Bank will send each cardhol der a Statenent of Account
which lists all transactions made during the current cycle.

e. Oficial Billing Invoice. Wthin five work days
after the end of the billing cycle, the Bank will mail an
official billing invoice (known as the R090) to the

designated billing office as indicated by the APC

NOTE: For the Departnent of the Arnmy, the billing cycle
closing date is the 23" of each nonth.

f. Enmergency Account Set-up. The Bank will set-up
energency cardholder/billing official accounts within 24
hours and send the cardhol der the purchase card within 48
hours of receipt of a request fromthe Installation
Purchase Card Program Manager. The account set-up
I nformati on may be electronically transmtted to the Bank.

g. Card Distribution. The Bank will nail the purchase
card to the cardhol der or designated distribution point
within 5 work days of receipt of a request fromthe
Installation APC (or within two work days if electronically
transmtted to the Bank).

h. Repl acenent of Lost or Stolen Cards. The Bank w ||
repl ace | ost or stolen cards within 24 hours after the | oss
is reported to the Bank (Monday through Friday). For
I nternational card replacenent, the Bank wll replace | ost
or stolen cards within 48 hours.

j. Card Reissue. The Bank will reissue purchase cards
every 24 nonths to each cardholder. The Bank will send to
each APC a card reissue report that |ists each card
schedul ed for renewal at |east three nonths prior to the
expiration date of each Governnent purchase card.

k. Reports. Billing official ad hoc reports are
avai |l abl e through queries of the Banks autonated database
system C. A RE.

|. Foreign Draft Service. This service is for
I nternational custons and it allows account hol der the
ability to issue drafts in foreign currency at |ocations
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where vendors and nerchants do not accept the purchase
card.

m  Custoner Service. The Bank will provi de dedicated
cust oner service assistance and support to both donestic
and international cardholders 24 hours per day, 365 days a
year. These services include, at a m ninmum transaction
aut hori zation and verification, reporting of |ost or stolen
cards, cardhol der account inquiries, and account
mai ntenance. U.S. inquiries, please call toll free at
1 (888) 994-6722. CQutside of the U S., please call 001
(701) 461-2020 (collect call will be accepted at this
nunber) .

8. Points of Contacts, USAREUR/ 7A.

1) The following points of contact are provided for
Purchase Card Program nanagenment w thi n USAREUR HGs:

a. PARC. U S Arny Contracting Command Europe
Level 111 Agency Program Coordi nat or
Unit 29331, ATTN. AEAPR- PA- PL
APO AE 09266
DSN 375- 3205
Commer ci al phone: 0621-487- 3205
FAX: 0621-487-7890
E-mai|l: parc@q.usacce.arny. m|l

GPC Resource Manager

Unit 29331, ATTN. AEUCC-M

APO AE 09266

DSN 375-3214

Commer ci al phone: 0621-487-3214
FAX: 0621-487-7281 or 7890
E-Mai | : parc@q.usacce.arny. m|l

b. DCSRM Unit 29351, ATTN. AEAG-- M
APO AE 09014
DSN 370- 8362
Commer ci al phone: 06221-57-8133
FAX: 06221-57-8897

c. DCSLOG Unit 29351
APO AE 09014
DSN 370- 8055
Commer ci al phone: 06221-57- 8055
FAX: 06221-57-7807

d. DCSIM Unit 29351
APO AE 09014
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DSN 370-9126
Commer ci al phone: 06221-57-9126
FAX: 06221-57-4607

e. DFAS: DFAS - Kai sersl autern
ATTN. RFPS-1 MPAC
Unit 23122, Bl dg 3208, RM 210
APO AE 09227
DSN 484- 4424
Commer ci al phone: 0631-413-4187
FAX: 484-4424

2) The follow ng points of contact are provided for
day-to-day operation and nanagenent of installation purchase
card accounts:

a. RCO Seckenheim

Unit 29331, ATTN. AEUCC-S

APO AE 09266

DSN 375- 3395

Commerci al phone: 0621-487-3395
FAX: 0621-487-3353

E-Mail: *@coskn. usacce. armny. m |

NOTE: Includes Stuttgart SubOifice.
b. Wesbaden Contracting Center:

CVR 410, Box 741

ATTN.  AEUCC- C

APO AE 09096

DSN 336-2102

Commer ci al phone: 0611-816-2102
FAX: 0611- 816- 2104

E- Mai | :

c. RCO Wier zburg:

Unit 26622, ATTN. AEUCC- W

APO AE 09244

DSN 351-4219

Commer ci al phone: 0931- 297-0192
FAX: 351-4871

E- Mai | :

d. RCO G af enwoehr
Unit 28130, ATTN. AEUCC- G

APO AE 09114
DSN 475-7192
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Commer ci al phone: 09641-83-8718
FAX: 09641-83-7258
E- Mai | :

e. RCO Benel ux:

PSC 79, Box 003

ATTN.  AEUCC- B

APO AE 09724

DSN 365- 9625

Commer ci al phone: 02- 707. 96. 26
FAX: 02-707.9610

E- Mai | :

f. RCO Vi cenza:

Unit 31031, Box 10

ATTN: AEUCC- |

APO AE 09630

DSN 634- 3923

Commer ci al phone: 0444-219-923
FAX: 0444- 381- 280

E-Mail : *@co. vic.usacce.armnmy. m |

NOTE: | ncludes Livorno SubOifice
9. (Governnent Purchase Card Procedures.

A. Cardhol der and Approving/Billing Oficial Account
Set - Up.

1) Sel ection and Appoi nt nent.

(i) Cardhol ders nust be nom nated by the
Conmander/ Director of the activity to the APC. Each
cardhol der nust be assigned an approving official.

(i) Approving/Billing Oficials (ABGCs)nust be
nom nated by the Commander/Director of the activity to the
APC. The approving official may be the cardhol der’s direct
supervi sor, or soneone else within the command chain, that
can provi de an oversight function.

2) Commanders/Directors may re-del egate to ABGCs
nom nati on authority for cardhol ders to the APC

3) Any U S. CGovernnent enployee, mlitary or
civilian including |ocal nations, may be sel ected for
appoi ntnment. The individual must have a m ni num of 12
nonths retention in the organi zation after appoi ntnent.

4) Sel ection and appoi ntnment of responsible
cardhol ders and ABGCs establishes the main managenent control
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for prevention or detection of fraud or abuse of the
pur chase card.

5) APCs will review nonm nations for account set-up
for separation of duties and possible conflicts of interest
with other duties and responsibilities.

6) Establishment of purchase card account shall be
submtted on the pre-printed application request forns at
Attachnent 1 and 2. The forns nust identify the follow ng
i nf ormati on:

a. Conpl ete nanes of each nom nated cardhol der
and approving official.

b. Conpl ete organi zati onal address to include
unit nunber, office synbol and tel ephone nunber (DSN and
civilian equivalent). Do not identify the conmercial
address of the organization or the individual’s personal
post office box nunber. For Exanpl e:

Conmrander

222 BSB Regi nent Det achnent

Unit 1234

ATTN.  AElI Q(card hol der and or approving
Oficial name)

APO AE 12345

B. Separation of Duties.

1) There will be a separation of duties between
cardhol ders, approving/billing officials, resource nmanagers,
property book officers and hand recei pt hol ders.

2) Agency Program Coordi nators are responsible for
revi ewi ng nom nations for possible conflicts of interest
with other duties and responsibilities.

3) To avoid conflicts of interests, no one
i ndi vidual shall be the purchaser, receiver, and fund
certifier of a purchase card account within the GPC Program
such rel ati onshi ps are prohibited. For exanple a Property
Book Officer will not be appointed as a cardhol der or a hand
recei pt holder; or a resource manager or fund control
officer will not be appointed as a cardhol der.

4) The DA's exception to the separation of duty
policy is as follows: ABGCs, who are usually direct
supervisors, are normally hand recei pt hol ders, therefore,
ABGCs can be hand recei pt hol ders.

C. Funding Authorization To Establish Accounts.
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1) Nominations to establish cardhol der and
approving/billing officials spending limts on purchase card
accounts will be coordinated with the activity s Resource
Manager or fund control officer before processing with the
APC for subm ssion to the Bank.

2) Funding appropriations used to fund GPC
pur chases nust be avail able and nmust be appropriate for that
purchase transaction. “Appropriations shall be applied only
to the objects for which the appropriations were nmade except
as otherw se provided by law.” 13 U S.C. Section 1301(a).

3) Activities will establish |ocal procedures to
updat e the account code for the new fiscal year as part of
the year end cl ose out procedures.

4) The Resource Manager will assign a single |line
of accounting classification, utilizing the “bul k” funding
met hod for each cardhol der account and coordinate with the
APC who will enter the accounting classification in the
Mast er Accounting Code field with the Bank. The funding
citation should | ook like this:

PCSI TI ON LENGTH Al'l otment Serial Nunber (NNNN)
1-2 2 Depart ment (NN)
3 1 Fi scal Year (X)
4-7 4 Basi ¢ synbol (NNNN)
8-11 4 Limi tation (NNNN)
12-13 2 Operating Agency (XX)
14-17 4 Al'l otment Serial Nunber (9999)
18-21 4 El enent of Resource (XXXX)
22-35 14 Do?unent Regi st er No.
P90 0.9.9.0. 009,000
36-41 6 Account Processi ng Code (XXXXXX)
42- 44 3 Bl ank (Zz2)
45-50 6 Fi scal Station Number (XXXXXX)

5) A total of 50 characters is available in the
Bank’ s card database to acconmpdate fund citations. A fund
cites nust include the treasury synbol, operating agency
(@A), allotnment serial (ASN), account processing code (APC)
(or simlar information), docunent reference nunber (DRN),
el ement of resource (EOR), and fiscal station (FSN)

6) Resource Managers will also provide a fund cite
agai nst which pronpt paynent interest can be charged. This
account will be established at the Approving/Billing
official level and shall be |loaded in the Master Account
Code field for the ABO account.

7) Approve each new cardhol der and ABO account
30-day spending Iimt and coordinate with the APC

8) Adjust current nonth obligations as required for
the billing cycle.
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D. Letters of Appointnent.

1) Commander, WCC and Chiefs of the Contracting
O fice shall issue delegations of authority to cardhol der
and appoint Approving/Billing Oficials in witing.

2) Installation Commanders or activity directors
shal | appoi nt the purchase card Approving/Billing official
as the certifying officer for purposes of certifying
purchase card transactions for paynent.

3) The letter of appointnents will outline the
authority, responsibilities, and spending limts specific
to the appointnment (i.e. name, rank, title, funding limts,
etc.).

4) APCs shall furnish a witten response to the
requesting activity for any di sapproved |etters of
appointnments within ten workdays after recei pt of the
request. Disapproval shall explain the reason for deni al
and shoul d be signed by the Chief of the Contracting
Ofice.

E. Dollar Limts Associated with the Purchase Card.

Use of the Government purchase is subject to the
followi ng purchase limts.

1) Single Purchase Limt (SPL). The single
purchase limt is the maxi num dol |l ar anmount authorized by
t he del egati on of authority appoi ntnent. The single
purchase limt for mcro-purchase transacti on cannot exceed
$2,500. However, a “single purchase” nmay include nultiple
Itens.

2) Single Purchase Limt Increase. The single
purchase |imt cannot be exceeded unless a revised
del egation of authority is issued.

3) $25,000 Expanded Authority Limts. The single
purchase limt is up to $25,000. Under this del egated
authority a single transaction shall not exceed $25, 000.
This is applicable to OCONUS cardhol ders only with
addi tional procurenment rules and limtations.

4) Mnthly Spending Limt. The nonthly spending
limt is the maxi rum dol | ar amount that a cardhol der can
spend within a billing cycle. The billing official
coordinates wth the Resource Manager and assi gned
cardhol der’ s account nonthly limt.
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5 Billing Ofice Limt. This limt is the
maxi mum dol | ar anobunt avail able for all cardholders wthin
a billing group to spend for purchases during the 30 day
billing cycle. The bank automatically sets the limt at
the cunul ative total of the cardholders’ nonthly limt.

6) Annual Limt. This is a planned fiscal year
limt. The billing official coordinates this annual budget
limt with the Resource Manager

F. Merchant Activity Type (MAT) Codes.

One of the unique purchase controls that
contracting offices have regardi ng purchase card use is the
ability to control use of the card by the type of nerchant.
This is acconplished through the use of Merchant Activity
Type (MAT) Codes.

1) In setting up a purchase card account, the
APC shal |l incorporate the MAT code(s) that have been
coordinated with the requesting activity.

2) The Bank categorizes each nerchant according
to the type of business in which the nerchant is engaged,
and ki nds of goods and services provided. The Bank then
assi gns each nmerchant a correspondi ng MAT code.

3) MAT codes assigned to purchase card accounts
shall be tailored to reflect the majority of m ssion
requi renents being purchase by the cardhol der. Cardhol ders
will receive a decline of purchase at the point of sale
when maki ng a purchase with an unaut hori zed nmerchant for
t he purchase card.

4) APCs will not assign the MAT Code of *“000”
permanently to a cardhol der’ s account unless given specific
witten approval by the Conmmander, WCC or Chiefs of the
Contracting Ofice.

5) Only warranted Contingency Contracting
O ficer cardhol der accounts are assigned the MAT Code of
“000” in order to support contingency/exercise operations
assi gned.

G  Receipt of Purchase Card. The Bank will mail
the purchase card to the cardholder within five workdays
after receiving the cardhol der’s account set-up information
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(or within two work days if electronically transmtted to
t he Bank).

1) The cardholder will activate the card upon
recei pt via the Bank’s Voice Response Unit (VRU), thus
verifying receipt.

2) The VRU is accessible through the Bank’s
toll free (or direct tel ephone nunber for foreign users)
printed on the card.

H.  Purchase Approval s.

1) Docunentation, as shown in Attachnment B-2 for
purchase card transactions shall be the mninumrequired to
establish an audit trail.

2) The Commander or activity director, in
conjunction with the Contracting Ofice, Resource Managers,
Logi stics and Informati on Managenent personnel, wll
determ ne and publicize the general categories of supplies
and services that can be purchased |ocally using purchase
card procedures, including procedures for checking
mandat ory sources of supply.

3) Wiere cardhol ders/approving officials nust
obtai n advi ce, guidance, and or approval from functional
proponents, such guidance will be provided within 48 hours
of the inquiry.

4) Al purchases made require docunentation for
proof of purchase (i.e., register tape, packing slip,
credit card slip, etc.).

J. Making a purchase transaction. The cardhol der:

1) Receives a request for an item of supply or
service froma governnent enpl oyee within the organization
A request nmay be nmil ed, faxed, or tel ephoned. Please note
that formal docunentation such as the DA Form 3953 is not
required. See Attachnent 2 for a sanple of and

i nformal request to the cardhol der.

2) Ensures funds are avail able to make the
purchase. This is done by checking the avail abl e bal ance
mai ntai ned in the purchase log. |If funds are not avail abl e,
contact the ABO for a funding increase, who in turn wl|l
contact the Resource Manager for additional funding.
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3) Conplies with USAREUR procedures for | ocal
purchases set forth in UR 710-2, para.4-9. Determnes if the
Itemto be purchased is avail able through use of mandatory
requi red sources of supply in accordance with FAR Part 8.
Priorities for use of Government supply sources are as
follows, listed in descending order of priority:

a. Activity/lnstallation inventories and
Excess from ot her agencies. The point of contact for
checking if the itemis available in the
activity/installation inventories is the |local Property Book
Ofice.

b. Federal Prison Industries (FPI)/UN COR
A witten clearance or waiver is required fromFPlI before
supplies are purchased from ot her sources, except when the
supplies are acquired and used outside of the United States.

c. National Industries for the Blind
(NIB)/ National Institute for the Severely Handi capped
(NISH). The Javits-Wagner-QO Day Act (41 U S.C 46-48c),
referred to as “the JWOD Act,” is adm nistered by the
Committee for Purchase from People Wio Are Blind or Severely
Di sabl ed. The JWOD website http://ww.jwod. coml using the
pur chase card.

(i) The Commttee maintains a Procurenent
List of all supplies and services required to be purchased
from JWOD participating non-profit agencies.

(ii) There are no waivers to the
requi renent to buy JWOD Program supplies and services. This
statute remains in effect for all purchases including those
within the m cro-purchase threshol d.

d. \Whol esale supply sources, i.e., GSA If
the itemis available through GSA, the cardhol der nay
proceed with the purchase using the purchase card after the
determ nati on and approval by the Accountable Oficer has
been acconplished via fax or electronic mail.

4) Makes the purchase through a conmerci al
source when the itemis not avail able through mandatory
sour ces.

5) Ensures appropriate docunentation is obtained
to verify purchase. Most m cro-purchases transactions are
made by tel ephone versus over the counter. Any purchases,
whet her over the counter, telephone, or fax requires
docunent ati on as proof of purchase (i.e., register tape,
packing slip etc.).
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6) Advises the nerchant when purchasing itens by
phone or over the counter, that the purchase is for official
U. S. Governnent purposes and, therefore, is not subject to
state or | ocal sales tax.

7) Makes the purchase within del egated authority
as prescribed by the training received.

8) Determnes that the price is fair and
reasonabl e. Once purchase transaction is conplete, verify
the transaction total. Enphasize to the nerchant that the
shi ppi ng charges are to be included in the price and not to
be billed as a separate item

9) Records the purchase transaction in the
pur chase | og.

10) Receives the order and retain the shipping
| abel or invoice, etc. as evidence of receipt of itens.

11) Notifies the property book officer for
appl i cabl e non-expendabl e, sensitive, pilferable itens to
obtain a hand receipt. See UR 710-2, para 4-9 b. (5) and (6)
for detailed instructions.

12) Issue the order of supplies/service to the
requester for use.

K. Verifying Price Reasonabl eness.

1) In accordance with FAR 13.202(a)(2), mcro-
purchases may be awarded without soliciting conpetitive
quotation if the price is considered reasonabl e.

2) Cardhol ders shoul d take advantage of the many
aut omat ed nmarket research tools available today to help
determ ne fair and reasonable price. One such tool is GSA
Advant age! On-line Shopping Service. This internet
acquisition solution is available at
htt ps://ww. fss. gsa. gov/ cgi - bi n/ advwel .

L. Account Reconciliation and Paynent.

1) Cardholder: Upon receipt of the nonthly
St at enent of Account (SQA):

a. Reconciles the SOA. This process requires
t he cardhol der to match and/or verify all purchase card
transactions ordered with Merchants on the SOA agai nst the
purchase | og records, appropriately taggi ng each transaction
as billed and received.
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b. Inplenent appropriate procedures wth
nmerchants to resol ve questioned transactions (i.e., itens of
supplies/services that are defective; billed, but not
recei ved; not received but billed; not received and not
billed, and unauthorized charges for itens of supplies or
services).

c. Uilize dispute procedures for questioned
transacti ons that cannot be resolved with the nerchants.

d. Once cardhol der reconciliation is conplete,
sign and forward the original statenment of account with the
purchase card file to the ABOw thin 5 working days of
recei pt. The purchase file contains the purchase |og and
all receipts and support docunentation for each transaction
made during the billing cycle.

2) Approving/Billing Oficial: Upon receipt of the
official billing statenment and recei pt of each cardhol ders’
reconcil ed Statenment O Account and purchase file, the ABO
will:

a. Date stanp the official billing statenent to
ensure that the DFAS Paying O fice knows date and tine
recei ved for pronpt paynent purposes.

b. Reconcile Oficial Billing Statenent. This
process requires the ABOto review and verify that al
pur chases made by cardhol ders match the summary billing
statenent and were for official governnment purposes in
accordance with federal, Arnmy and agency regul ati ons.

c. Certifies the billing statenment for paynent.
Once reconciliation is conplete, sign the statenent and
forward it to the paying office no later than the 7 working
days of receipt.

d. Retains a copy of certified billing
statenment report for a period of 3 years and provides

i nformati onal copies of the official billing report to the
Resource Manager and the Property Book Oficer, who in turn
will post obligated funds for the billing cycle and revi ew

purchase card transactions for non-expendabl e or highly
pilferable supplies for property book and or hand receipts.

M  Merchandi se Rebate/ Returns/Credits.

1) Merchandi se Rebates. Cardhol ders shoul d take
advant age of any rebates offered. However, manufacturer or
retailer rebates shall be nade payable or endorsed to the
U.S. Governnent, not the cardholder. Incentives, rewards,
prizes, discounts, or rebates that are provi ded based on the
use of the Government purchase card are not to be used for
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personal use. Rebates in the formof checks shall be
forwarded to the organization’s resource nanager for deposit
with the Treasury. NOTE: Cardholders are prohibited from
accepting or soliciting cash or nerchandi se from vendors.

2) Returns/Credits. Merchandise returns/credits
are to be applied back to the purchase card on which the
purchase was originally nade. Under no circunstances is a
cardhol der permitted to solicit or accept merchandi se store
credits or cash for returned goods or services bought with
t he purchase card.

N. D sputed Transactions. The cardhol der

1) WIIl work directly with the nmerchant to correct
any disputed transaction(s) on the SOA. |If the vendor does
not correct the dispute in a reasonabl e anmount of tine, the
cardholder may initiate a formal dispute.

2) Submt fornmal disputes by conpleting a
cardhol ders’ statenment of questioned itens (CSQ) and
forwarding it to the bank. A copy of the CSQ is also sent
to the ABO along with the SOA and support docunents.

3) Ensures that the CSQ is received by U S. Bank
within 60 days fromreceipt of the SOA that contained the
di sputed transaction. Cardholders will continue to work

th t

Wi he bank until the dispute is resolved

4) WII take the appropriate action on inaccurate
or incorrect transactions should the follow ng circunstances
ari se on the SQOA:

a. Defective Supplies. If an itenm(s)
purchased is found to be defective (i.e., price, quantity,
or quality), contact the vendor for replacenent or
correction as soon as possible.

b. Vendor refuses to replace or correct the
faulty itemor issue a credit for the charge. Note the
circunstances in the purchase card log, sign and initiate a
formal dispute with the Bank by conpleting the Cardhol der’s
St at emrent of Questioned Item

c. Supplies and services not received and not
billed. Contact the vendor and verify inmediate shi pnent or
cancel the purchase card buy.

d. Supplies and services not received but
billed. Wit 45 days to dispute the item |If the itemis
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not received by the next statement and or billing cycle
contact the vendor for status of order. Advise the vendor
that billing is not to occur until item has been shipped or
service perforned. |If the vendor will not issue the
requested credit. Note the circunstances, sign and process
a CSQ requesting credit for itemnot received. Tag the
itemin your purchase |og as disputed. |If the dispute is
resolved in favor of the nmerchant, change the purchase | og
entry to "resolved" for paynent with the next statenent.

e. Suppl i es and services received but not
billed within the 30 day billing cycle. Contact the vendor
to ensure the proper paperwork has been forwarded to the
vendor’s bank. If the supply or service is not billed on
the next SOA, notify the APC.

f. Unauthorized Charges. Determne if
charge(s) on SOA is authorized by first matching prelimnary
totals wth statenent totals. If there is a discrepancy,
mat ch recei pts and purchase transactions to statenent |ine
items. Once a charge is determ ned unauthorized contact the
vendor to resolve the charge and/or request a credit from
the vendor. |If the vendor will not issue a credit, note the
circunstances, sign and initiate a fornmal dispute with the
Bank by conpleting a Cardhol der’s Statenment of Questioned
Item requesting credit for the unauthorized charge.

Note: The nmjor change in the dispute procedures is that

the cardholders’ SOA will be paid in full regardl ess of
whether a CSQ is initiated.
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Figure 9-1, Flowchart of Request/Approval/Reconciliation Procedures

Step-by-Step Procedur es

1. Unit source selects; ensures GPC is accepted from merchant

7. Unit posts recei pts/updates purchase log and available
balance- At the end of month- conducts monthly
reconciliation with S-4/ABO

Unit
Cardholder

2. Unit checks wholesale availability/ SSA grants approval
SSA/SSO 6. Unit drops DHA with SSA through SARSY Goesto
Property Book Office with receipt report (if required)

3. S4 approves purchase as mission essential and monies are

S-4/ available

8. S-4 validates purchase receipts/accountability records

A B O (PBO/Hand Receipt)
9. S-4 certifies and mails billing statement to DFAS to
pay GPC hill (VISA)

4. Screens for accountability requirements (ARC: N, D or X)
7. PBO postsitem(s) to unit hand-receipt

5. Unit purchases item(s) from vendor/
Returns to SSA to drop Demand History Add

10. File Retention.

In accordance with FAR Part 4.805 states signed originals of
smal | purchases and nodifications will be retained for three
(3) years after final paynent. Billing officials wll

mai ntai n account files for three years marked with the
applicable nonth and fiscal year. The purchase card files
shal | incl ude:
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a. Copy of the official nonthly statenment with
supporting docunentation to include:

- cardholder’s original nmonthly statenment of
account

- cardhol der’s original nmonthly purchase | og

- purchase requests coordination, authorization
and wai vers

- cardhol der’s original purchase card receipts,
regi ster or sales slips

- Conpleted audit trail to ensure that
comodi ties

- have been placed on the property book or hand
recei pt ed.

b. Cardholders will maintain account files for one year
mar ked with the applicable nonth and fiscal year. The file
shal | incl ude:

a copy of the nonthly statenent of account
a copy of the nonthly purchase | og
- copi es of purchase requests coordi nation
aut hori zation and wai vers
- cardhol der’s original purchase card receipts,
regi ster or sales slips
- Evidence of coordination with the Property Book
Ofice for coomodities or itens have been placed on the
property book or hand recei pted.

11. Purchase Card Trai ni ng.
A. Training Requirenents.

1) Cardholders and certifying officials shal
receive training covering the use of the governnment purchase
card prior to being del egated authority or appointed under
t he purchase card program

2) The training may be | ocally devel oped, but
specifically designed to cover federal, defense, and
departnental regul ations, policies and procedures pertaining
to mcro-purchases and sinplified acquisition procedures, as
appl i cabl e.

3) The purchase card orientation shall address
GSA, U S. Bank I.MP.A C. Government Services, and
i nstal |l ati on-uni que procedures for use of the purchase card.

4) Functional participation in the devel opnent and
adm ni stration of the GPC program (i.e., Finance and
Accounting, Director of Logistics, Director of Public Wrks,
Legal ) is encouraged.
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5) Contracting officers or senior procurenent
personnel may provide the training. Training schedules wll
be devel oped and published by the APC

6) The Chief of the RCOs may require additional
trai ni ng dependi ng on the thresholds and circunstances
established for the purchase card s use.

B. Types of Purchase Card Trai ning.

1) The USAREUR GPC Program has multiple types of
purchase card training classes available for unit and
organi zati onal needs. Please contact the APC for assistance
i n obtaining the required training.

2) Training certificates will be provided to al
per sonnel who successfully conplete the prescribed training.
See Attachnment C for a sanple of a training certificate.
Trai ning classes offered are:

(i) Basic Mcro-purchase Training. Training
for purchase card use at the mcro-purchase threshold of
$2,500 or less dollar.

(ii) Over $2,500 up to $25,000 Purchase Card
Training. This expanded authority training is for purchase
card use for purchase or paynent exceeding $2,500 up to
$25, 000 in OCONUS Only.

(iii1) Odering Oficer Training. This training
is for purchase card use as paynent instrunent for orders
exceedi ng $2,500 up to $50, 000.

(iv) Refresher Training. This training is
provi ded to cardhol ders and billing officials in conjunction
wi th purchase card re-issuance every two years.

(a) “Refresher training” will ensure that
they up-to-date with the | atest changes to the purchase card
program policies, and procedures.

(b) The training also reiterates
fiduciary responsibilities for budgeting, approving and
certifying purchases nade under the program

(c) Upon conpletion of the training, the
APC wi | | approve the card the card for reissue to the
cardhol der. No purchase cards will be reissued w thout
approval of the APC.
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12. Suspension/ Term nati on of GPC Accounts

A. Pol i ci es.

1) The Departnent of Defense’s policy is to pay
it purchase card invoices on a tinely basis. Purchase card
paynments are subject to the Pronpt Paynent Act. Accounts
wi || be suspended when they have gone 60 days past due (90
days past the billing date). This policy went into effect
1 June 1999.

2) Before suspension, U S. Bank will notify APCs
and ABGCs of the pending suspension. The purchase card
account will remain suspended until paynent is nade and the
out standi ng bal ance i s brought current. At that tine,
accounts wll automatically be reinstated.

3) Purchase card accounts suspended nore than
twice in a twelve nonth period may be cancell ed.

B. Inproper, Unauthorized Uses or Abuse

1) Cardhol ders who nake inproper or unauthorized
pur chases due to m suse or negligence can be held
personally liable to the U S. Governnent for the tota
dol I ar anount of those purchases.

2) Intentional use of the purchase card for other
than of ficial governnment business will be considered an
attenpt to commt fraud against the U S. Governnent. This
will result in imediate term nation of the cardholder’s
card and disciplinary action against the cardholder and, if
war r ant ed, agai nst the ABO

3) The Chief of the RCO or Commander, WCC who
del egated procurenent authority has the authority to
resci nd procurenent authority delegated. Notice of
term nation of an account will be provided in witing.

4) Accounts can al so be suspended or terni nated
for failure to conply with federal |aws, regul ations and
USAREUR policies and procedures. Severe offenses of the
card will result in purchase card term nation

5) A $25.00 reactivation fee is assessed per card
by U.S. Bank.
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C. Liability of Cardhol ders and Approving/Billing
Oficials.

1) Cardholder. The cardhol der shall be held
personally liable to the Government for any non-governnent
transacti ons.

a. The Chief, RCOs, or Commander, WCC, in
coordi nati on with Commanders and Activity Directors can
take disciplinary action in accordance with AR 690-700
Chapter 751.

b. There are several corrective actions or
renmedi es that may be taken:

» Confiscate purchase cards.

* Require a witten explanation of abuses
and non-conpli ance.

* Prescribe “Refresher Training”.

e O, Any other corrective action as deened
appropriated for a period of tine
conmensurate with the violation.

c. Under 18 U. S. C. 287, msuse of the purchase
card could result in a fine of not nore than $10, 000 or
i mprisonment for not nore than five years or both.

d. Questions on use of the purchase card by
cardhol ders should contact their APC at their servicing
RCO, or WCC.

2) Approving/Billing Oficial. A Billing Oficial
is pecuniary |liable for paynents in accordance with U S. C
3528. The act of certifying the billing statenent for
paynment makes the billing official financially |iable.

a. Billing officials are liable for an illegal,
i nproper, or incorrect paynent due to an inaccurate or
m sl eadi ng certification.

b. Billing Oficials that know ngly nmake a
false certification my be asked to repay the Governnent for
the itens purchased.

c. Questions on certification of paynment by the

Billing Oficial, should contact the activity s Resource
Manager for guidance or assi stance.
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D. Formal Renedies. The follow ng renedies are
avai l able to the Governnent in response to evidence of
fraud and abuse:

e Crimnal Renedies:

- False Cains 18 U.S.C. 287

- False Statenents 18 U.S.C. 1001

- Maj or Fraud Act 18 U.S.C. 1031

- Mail Fraud 18 U.S.C. 1341

- Wre Fraud 18 U.S.C. 1343

- Conspiracy to Defraud 18 U.S.C. 371

- Conflicts of Interest, Theft, 18 U.S.C. 641
Enbezzl ement, or Destruction of
Publ i c Money, Property, or Records

e Cvil Renedies:

- Fal se O ains Act 31 U S.C 3729, et seq.

- Program Fraud Civil Renedies 31 U S.C. 3801, et seq.

- Anti - Ki ckback Act 41 U. S. C. 51, et seq

e Adm nistrative Renedi es:
- Suspensi on of account
- Cancel l ation/ Term nati on of account
- Refresher Training
- Term nation of enploynent

13. Fraud, Waste, Abuse, and | nproper Purchases

a. GPC programofficials are responsible for the
overall integrity of the purchase card program The
managenent controls have be inplenented to nmanage ri sks of
fraud, waste and abuse.

b. Approving/Billing Oficials are the GPC first |ine
of defense against, fraud, waste, and abuse, as their
responsibilities require nonthly review of their
cardhol der’ s purchases.

c. The “hotline” nunber for reporting fraud within
USAREUR i s 0621-487-6669 or DSN 375-6669. The address for
the Departnent of the Arny Crimnal Investigation Conmand,
Speci al Investigation’ s office is:

Second Regi on, USACI DC
Unit 29201
APO AE 09102
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DSN 375-8374 or 375-7283
FAX 375-6320

14. Surveillance Program

a. The USAREUR GPC Programis subject to audits and
surveillance in accordance with AFARS. Surviell ance
responsibilities within USAREUR i s conducted by USACCE
personnel designated by the PARC, Commander, WCC and
Chi efs, RCOCs.

b. Surviellance will be supported and strengthened by
t he Conmand Supply Discipline Program checks as a joint
effort between the APCs and Approving/Billing Oficials.

c. On a macro basis, audits are conducted to ensure
that Federal |aws, regul ati ons and agency procedures are
adequat e.

1) Witten procedures outlining purchase
procedures, and other such areas as property accountability
for non-expendable itens, and prior approval coordination
with I nformati on Managenent when buyi ng information
technol ogy itens.

2) Witten guidance to cardhol ders on funding
aut hori zation and controls on spending limts. Cuidance on
when and how funding will be managed and appropriate funds
for each purchase card account.

3) Adequate separation of duties of cardhol ders
and person(s) receiving the iten(s).

4) Purchase card records are in good shape and
easy to follow the purchasing and paynent process of
pur chases.

5) Conplete file docunentation to include
appropri ate docunents expl ai ning any unusual situations,
such as a buy which appears to have been a “split” purchase
but wasn’t.

6) Active consideration of priority sources
consistent wth FAR Part 8.
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7) Active pronotion of conpetition when
appropriate along with rotation of vendors.

d. \Where autonated systens provide reporting
capabilities to exam ne the popul ation of transactions for
purchase from unaut hori zed nerchants, violations of limts,
and other irregular activities, the APC wi || :

1) Use these capabilities to conduct random
el ectronic reviews on purchase card accounts.

2) In cases where irregular activities are found,
a physical on-site review of the billing official’s account
shal | be conducted i medi ately for possible suspected fraud
viol ati ons.

e. Surveillance results will be nmaintained on file in
the Contracting Ofice for three years. Copies of
surveillance results will be provided to the billing
of ficial’s organi zati onal comrander, the billing official,
and, if applicable, the cardholder. APCs will neet with the
billing official to discuss each finding of nonconpliance.

g. Surveillance of purchase card transacti ons nade
during contingency/ exercise operations should occur within
30 days follow ng the conclusion of the contingency exercise
depl oynent of the cardhol der or the receipt of the final

billing statenent, whichever is later.

h. Conti ngency/ exerci se purchase card surveill ance
docunentation will be maintained for one year from paynent
of final billing statenent.

15. Agency Program Coordi nator’s Annual Revi ew of
Approving/Billing Oficials.

a. APCs are responsible for conducting annual reviews
of each Billing Oficial Account and reporting deficiencies
to the Chief of the RCOs, Commander, WCCs, Unit Commanders
and Activity Directors.

b. Each ABO account will be reviewed and audited at
| east every 12 nonths (not once per fiscal year).

c. Cardholders. APCs are responsible for conducting
on a random sanpling basis 25% of individual records of
cardhol ders assigned to billing officials. Records will be
audited at |east every 12 nonths (not once per fiscal year).

16. Approving/Billing Oficials Annual Review of
Car dhol ders Accounts.
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a. Billing officials shall be responsible for
conducting quarterly reviews of 100% of their cardhol ders
accounts. Deficiencies and findings shall be reported to
t he Conmander or Activity Director with a copy forwarded to
t he APC.

b. New cardhol ders should be reviewed cl osely by the
Billing Oficial to ensure that the policies and agency
procedures governing the purchase card are being properly
used.

c. Cardhol ders’ purchase files should be checked to
ensure that recordkeeping is appropriate and purchases are
properly docunented and processed for paynent.

17. Internal Managenent Controls.

a. The Assistant Secretary of the Arny (Acquisition
Logi stics and Technol ogy) advocated that the Arny Purchase
Card Program is properly admnistered and supported with
strict internal controls.

b. Commanders and Activity Directors are responsible
for ensuring that adequate managenent controls are in place
and working to provide reasonabl e assurance that the
integrity of the GPC Program and resources are protected
fromfraud, waste and m suse.

c. The Conmander’s appointnment of the Billing Oficial
and the nonthly review, approval and certification of
cardhol der’s purchases is the first |ine of defense agai nst
cardhol der fraud, waste and abuse.

d. In order for the reviewto be effective, the
approving officials nmust be given adequate tine to determ ne
t hat cardhol der purchases are proper and |egal. Having
i nadequate tine to performthis function, or having an
unr easonabl e nunber of cardholders to review, wll
eventually in msuse of the purchase card.

e. The GPC Managenent Control Checklist |ocated at
Appendi x F assists Conmanders and Directors in their efforts
to eval uate key managenent controls and if they are working
ef fectively.

f. The Installation or activity internal review office

can be contacted for information on audits and inspections
on the GPC Program
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Ref er ences

1. Federal Acquisition Regulation (FAR) Part 13, Sinplified
Acqui sitions; and FAR Part 8, Required Sources of Supplies
and Servi ces.

2. Departnment of Defense (DoD) FAR Suppl enents (DFARS),
213.301, Sinplified Acquisition Procedures.

3. Arny Federal Regul ation Suppl enent (AFARS) Part 13,
Subpart 5113.2, Actions at or Below the M cro-Purchase
Thr eshol d.

4. Defense Finance and Accounting Service — Indianapolis
Regul ation 37-1, Chapter 9, Paragraph 090207.

5. Arny Regulation (AR) 710-2, Inventory Managenent Supply
Policy Bel ow t he Wol e sal e Level.
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6. USAREUR Regul ation (UR) 710-2.

7. AR 25-1, The Arny Infornmation Resources Managenent
program

8. UR Regul ation 25-1, Change

9. AR 25-30, The Arny Integrated Publishing and Printing
Program

10. AR 11-2, Managenent control.

11. General Administration (GSA)’s Governnmentw de Commerci al
Credit Card Service, Contract QGuide GS-23F-94031, Cct 95

12. Deputy Assistant Secretary of the Arny (Financi al
Qperations) Policy Letter, Subject: Funding and Obligation
Instructions for M cropurchases Using the International

Mer chant Purchase Aut horization Card (I MPAC) dated 16

Sept enber 1996.

G ossary
Definitions

1. International Merchant Purchase Authorization Card. A
Governnment wi de conmercial credit card, which is an
internationally accepted VISA credit card that allows
cardhol ders to purchase snall-cost itens of supplies and
services under an established Del egation of Authority. It
is a distinctively designed card which bears the | egend “For
Oficial Government Use Only”.

2. Agency/ Organi zati on Program Coordinator. An individual
designated by the Chief of the Regional Contracting Ofice
to performthe day-to-day activities that allow for ongoing
and overall adm nistration of the Governnent-w de Purchase
Card Program and training within the limts of del egated
authority.

3. Approving/Billing Oficial. An individual within a
directorate or activity who has responsibility for one or
nore cardhol ders. Certifies the cardholder’s nonthly
“Statenment of Account’ and ensure paynents are nade for
pur chases which are authorized and nade in accordance with
FAR and agency regul ati ons.
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4. Cardholder. An individual designated by the Chief of
the Contracting office to whoma card is issued and
procurenent authority is delegated. The card bears the
cardhol ders nane and nay only be used by this individual for
aut horized U. S. Government purchases.

5. Certification. The act of attesting to the legality,
propriety and correctness of a docunent for paynent as
provided for in 31 U S.C 3528(a).

6. Purchase Card Certifying Oficer. A DoD mlitary nmenber
or civilian enployee of the Departnent appointed in witing
to certify the official billing statenent for paynent.

7. Cardhol der Del egation of Authority. The Chief of the
Contracting O fice my del egate to an individual the
authority to purchase and or pay for comrercially avail able
supplies at a stated linmtation when using the purchase
card.

Acronyns

ABO Approving/Billing Oficial

APC Agency Program Coor di nat or

ADPE Aut omat ed Dat a Processi ng Equi prment

AFARS Arny Federal Arny Regul ati on Suppl enent

FAR Federal Acquisition Regul ation

DFAS Def ense Fi nance and Accounting Service

DO M Director of Information Managenent

DOL The Supporting Logistics Activity

DRM Di rector of Resource Managenent

FCO Funds Control Oficer

FPI Federal Prison Industries

GSA General Services Adm nistration

| MPAC I nternati onal Merchant Purchase Authorization
Card

I T I nformati on Technol ogy

NI B Nati onal Industries for the Blind

NI SH Nat i onal Industries for the Severely
Handi capped

PARC Princi pal Assistant Responsible for Contracting

RCO Regi onal Contracting Ofice

SCA St at ement of Account

SRA St ock Record Account

SOP St andi ng Qperati ng Procedures

USACCE US Arny Contracting Conmand Europe

USAREUR US Arny Europe

WCC W esbaden Contracting Center

Speci al Termns

1. Mcro-purchase. Small cost itens of supplies or
services val ued at $2,500 or |ess.
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2. Single Purchase Limt. A dollar anmount that Iimts a
single mcro-purchase transaction to $2, 500.

3. 30 Day Spending Limt. The maxi numdollar anount that a
cardhol der can spend within a billing cycle.

4. Tax exenpt Status. Al mcro-purchases made using the
| MPAC purchase card are exenpt fromlocal, state, federa
and Host Nation taxes.

Appendi x A

U.S. Conveni ence Checks
Policy and Procedures

A. Gener al .

1. The Governnent purchase card is the preferred nethod
of paynent for purchases valued at $2,500 or less. US.
Conveni ence Checks (al so known as Accommodati on Checks) is
an alternative nethod to paying for supplies and services in
I nstances where the use of the purchase card is not
feasi bl e.

2. Commanders and Activity Directors shall nmake every
effort to use the purchase card, however; when a nm ssion
requi renent cannot be fulfilled with the card, U S
Conveni ence Checks provide a purchasing alternative.

3. Conveni ence checks provide activities the
flexibility to issue | ow volune, |ow dollar paynments for
supplies and services in U S. dollars to tax paying American
vendors or nerchants.

4. There are admnistrative costs associated with the
use of Conveni ence Checks and requiring activities will be
responsi bl e for funding and payi ng these costs.

5. Conveni ence checks nust be saf eguarded by check
account hol der when not in use. Lost or stolen checks nust
be imedi ately reported to the bank.

6. Conveni ence Checks nust be advantageous after
evaluating all alternatives. Checks should not be used to
avoid the normal card paynent process.

B. Authority.
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Ofice of the Assistant Secretary of the Arny Financial
Managenent and Conptroller OQUSD(C) nenorandum dat ed February
4, 1998.

C. Policies.

1 Acti v

) tivit
the APC within

i es desiring checking accounts nust contact
the RCO or WCC.

2. Approval to obtain a Checking Account requires that
the activity’s purchase card accounts be in “in good
standing”, (i.e. not nore than 60 days overdue by bank
st andar ds) .

3. Conveni ence checks shall not be witten for nore
than $2, 500 per transaction and for the exact purchase
anount inclusive of the adm nistrative processing fee.

4., “Splitting” paynent anmounts across nore than one
check to keep below the $2,500 limt is prohibited.

5. Conveni ence checks shall not be issued as an
“exchange-for-cash” or any other hard currency.

6. Checks may be nmiled, so long as internal controls
are in place to avoid duplicate paynents to payees.

7. Conveni ence checking account designated
Approving/certifying Oficials accept pecuniary liability
for paynents made using the checking account.

D. Procedures.
1. Est abl i shnent of Conveni ence Checks Account.

a. Requests to establish Conveni ence Check
Accounts shall be justified in witing by the organization's
commander/ director and forwarded to the APC. The
justification should include specific reasons why a purchase
card cannot be used for paynent.

b. APCs will review the justifications and
establish that the activity has recurring requirenents that
cannot be fulfilled by the purchase card prior to approval.

c. APCs shall furnish a witten response to the
requesting activity for any di sapproved checki ng account
within ten days after receipt of the request. D sapproval
shal | explain the reason for denial and should be signed by
the Chief of the Contracting Ofice. Appeals my be nade
to Commander, U.S. Arny Contracting Command Europe, Ofice
of the PARC, Unit 29331, ATTN. AEAPR-PA-PL, APO AE 09266
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2. Check Cashiers (also known as Check Witers),
Cust odi ans, and Approving Oficials.

a. Selection and appoi ntnent. Conmanders or
activity directors shall appoint personnel as approving
officials, cashiers, and custodi ans.

b. Any U S. Governnent enployee, mlitary or
civilian including |local nations, may be selected for
appoi nt nent .

c. Check Cashiers, custodians, and approving
officials nust receive standard purchase card training
prior to being issued an active checki ng account.

d. The check cashier is the only person who have
authority to issue and sign checks. He/she may hold a
purchase card account as |ong as separate accounts are
mai nt ai ned and policies and procedures observed.

e. The Check custodi an orders, receives, stores,
I ssues, inventory, reconcile and di spose of check stock.
He/ she shall not be responsible for approving and
processing requirenents for check witing.

f. Foreign drafts checks are negotiabl e
i nstrunments and nust be stored in a | ocked container, such
as a safe or netal filing cabinet. Checks will be accounted
for appropriately to prevent loss, theft, or potential
forgery.

3. Authorized Uses of Conveni ence Checks:

a. Before a check is issued, the requiring
organi zati on nust nmake every effort to use the purchase
card. Maxinmumefforts shall be nade to find and use vendors
and nerchants that accept the purchase card.

b. Checks may be used when supplies or services are
avai l abl e for delivery within 15 days at the contractor’s
pl ace of business or at destination. Purchases made with
t he check nust not require detail ed technical specifications
or an inspection report.

c. Expenditures not related to small purchases when
aut hori zed by other regulations such as:

Del i very charges associated with the purchase
made with a conveni ence check when the contractor is
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requested to arrange delivery. These charges include |ocal
delivery, parcel post, including cash on delivery (C. OD.)
postal charges, and line haul or inter-city transportation
charges, provided the charges are determ ned to be
reasonabl e and acceptance is in the best interest of the
gover nnment .

d. Transportation passes or tokens, postage.

e. Part-tinme referees, unpires, and officials for
base recreational services, and base chapel nusicians.

f. Foreign drafts checks may be used for paynents
in overseas transactions up to $2,500.00 in support of
contingenci es declared by the Secretary of Defense.
Warranted Conti ngency Contracting Oficers (CCO shall be
the only users of foreign drafts checks in contingency
oper ati ons.

4. Unaut hori zed Uses Conveni ence Checks.

a. Paynment of salaries and wages.

b. Travel advances or any ot her advances.

c. Paynents of travel clains

d. Paynment of public utility bills.

e. Purchases from Governnment contractors or
contractor’s agents who are mlitary personnel or civilian
enpl oyees of the governnent.

f. Repetitive purchases fromthe same contractor
when anot her net hod of purchase, such as a purchase card or
bl anket purchase agreenent woul d be nore appropriate.

e. Paying office late paynents or incidence of
pronpt paynment interest penalties are not justification for
use of the checks.

f. Paynent of spot awards.

E. Administrative Fees.
1. The issuing organization is responsible for al

adm ni strative costs associated with the use of foreign
drafts checks fees.
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2. The total purchase amobunt plus the administrative
fee shall be part of the issued check anobunt. Check
cashiers must be accounted for the adm nistrative fee in the
check witer’s purchase |og (check register).

3. The total purchase anmount plus the adm nistrative
fee shall be part of the issued check anpbunt. Check
cashiers nmust be accounted for the adm nistrative fee in the
check witer’s purchase |og (check register).

4. The current programfees for check witing are:

a. 2%fee of the face value of checks witten
out si de CONUS.

b. $50 cancellation fee may be incurred on checks
that are | ost or cancell ed.

F. Account Reconciliation and Paynent.

1. Al cleared foreign draft checks nust be reconciled
in a simlar manner as purchase card accounts as a part of
the nonthly Statenent of Account (SOA) at the end of the
billing cycle.

2. Checks are printed on duplicate paper to facilitate
tracki ng and reconciliation. Duplicate copies of checks
nmust be retained as a part of the account original
docunentation fil es.

3. Upon receipt of the nonthly Statenent of Account
(SAA), the check cashier shall reconcile the SOA by matching
and/or verifying all foreign drafts checks issued for
pur chases agai nst the check register |og records,
appropriately taggi ng each transaction as billed, received
and conpl et e.

4. I nplenment appropriate procedures with nmerchants to
resol ve questioned transacti ons.

5. Once cardhol der reconciliation is conplete,
purchase card file is signed and all receipts and support
docunentation is attached and forwarded (preferably
el ectronically) to the ABOw thin 5 working days of receipt.

6. The approving/billing official, upon receipt of
check cashier nonthly Statement O Account, shall:

(a) Reconcile the Oficial Billing Statenent.
This process requires the ABOto review and verify that al
pur chases made by the cashier matches the official billing
statenent. He/She verifies that transactions were for

49



‘FI NAL DRAFT USAREUR Reg 715-33

of ficial governnment purposes in accordance with federal,
Arny and agency regul ations.

(b) Certifies the billing statenent for
payment. Once reconciliation is conplete, sign the
statenent and forward it to the paying office no later than
the 7 working days of receipt.

(c) Retain a copy certified billing statenent
report for period of 3 years and provide infornmation copies
of the official billing report to the Resource Manager and
the Property Book O ficer, who in turn will post obligated
funds for the billing cycle and revi ew purchase card

G  Disputed Checks.

1. The dispute process available wth the purchase card
is not available with foreign draft checks.

2. Any concerns over a purchase nmade with a
foreign draft check nust be resolved directly with the
merchant. The check witer is solely responsible for
securing restitution and/or credit for disputed purchases.
Lost checks are the responsibility of the check witer.

3. Cardhol der Statement of Questioned Itenms (CSQ) will
not be accepted for check purchases. Each activity is
responsi bl e for checks witten on the account, unless it is
determned fraud is invol ved.

4. |If merchants or vendors issue credits or refunds by
cash or check, funds nust imediately be turned in to the
Resour ce Manager

H.  Conveni ence Checks Security.

1. Commanders and activity directors are required to
ensure that foreign draft checks are safeguarded agai nst
theft or |oss.

2. Conveni ence checks will be pre-nunbered and
additional controls will be maintained by the check witer
by using a separate purchase log for recording witten
checks (i.e. check register) in addition to the purchase
card | og.

. Surveillance.
1. Commanders and activity directors are required to
have appropriate oversight in place to ensure good

st ewar dshi p and di scourage and detect fraudul ent actions
wi th the Conveni ence Checks.
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2. Checking accounts nust be audited on a quarterly
(every three nonths) basis.

3. The activity’'s designated approving/billing official
is responsible for the inplenentation of appropriate
internal controls.

4. Approving/billing officials shall conduct quarterly
revi ews of each conveni ence checki ng account as a part of
the regular audit reviews required under the surveill ance
requi renents of purchase card accounts.

4. The APCs will review each Checki ng account under
each approving/billing official as part of the annual
surveillance requirenment of the purchase card program

5. Automated reports are available fromthe Bank to
assi st checki ng oversi ght.

Appendi x B

Foreign Draft Conveni ence Checks
Policy and Procedures

A. Gener al .

1. Foreign Draft Conveni ence Checks provide an
alternative only when the use of the purchase card cannot be
used for paynent, or when vendors or nerchant do not accept
t he governnent purchase card.

2. Foreign drafts checks provide activities the
flexibility to issue | ow volune, |ow dollar paynments for
supplies and services in foreign currencies.

3. There are admnistrative costs associated with the
Foreign Draft Checks and requiring activities will be
responsi bl e for funding and payi ng these costs.

4. Foreign Draft checks nmust be safeguarded by the

activity when not in use. Lost or stolen checks nust be
I medi ately reported to the bank.
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5. Foreign Draft Checks nust be advantageous after
evaluating all alternatives. Checks should not be used to
avoid the normal card paynent process.

B. Authority.

Ofice of the Assistant Secretary of the Arny Financi al
Managenent and Conptroller OQUSD(C) nenorandum dat ed February
4, 1998.

C. Policies.

1. Foreign Draft Conveni ence Check accounts are
|l ocated in the contracting office. Customer activities
desiring accounts outside the contracting office nust
justify in witing to the Commander, WCC or the Chief, RCO
why an account is necessary. Conmmander, WCC and Chief, RCO
may aut hori ze such accounts when appropri ate.

2. Approval to obtain a Foreign Draft Conveni ence
Checki ng Account requires that the activity' s purchase card
accounts be in “in good standing”, (i.e. not nore than 60
days overdue by bank standards).

3. Foreign Drafts Conveni ence checks shall not be
witten for nore than $2,500 per check for the exact
pur chase anmount inclusive of the adm nistrative processing
fee.

4., “Splitting” paynent anmpunts across nore than one
check to keep below the $2,500 limt is prohibited.

5. Foreign drafts checks shall not be issued as an
“exchange-for-cash” or any other hard currency.

6. Foreign Drafts checks may be mail ed, so | ong as
internal controls are in place to avoid duplicate paynents
to payees.

7. Foreign Drafts account designated
Approving/certifying Oficials accept pecuniary liability
for paynents made using the checking account.

8. The nunber of foreign draft checking accounts per
installation/activity shall be kept to a mnimum and shal
be limted to no nore than one checkbook per organization.
D. Procedures.

1. Est abl i shnent of Foreign Draft Conveni ence Checks
Account .
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a. Requests to establish Foreign Draft
Conveni ence Check Accounts shall be justified in witing by
the organi zation’s conmmander/director and forwarded to the
APC. The justification should include specific reasons why
a purchase card cannot be used for paynent.

b. APCs will review the justifications and
establish that the activity has recurring requirenents that
cannot be fulfilled by the purchase card prior to approval.

c. APCs shall furnish a witten response to the
requesting activity for any di sapproved foreign draft
conveni ence checking account within ten days after receipt
of the request. Disapproval shall explain the reason for
deni al and shoul d be signed by the Chief of the Contracting
Ofice. Appeals may be nmade to Commander, U. S. Arny
Contracting Conmand Europe, Ofice of the PARC, Unit 29331,
ATTN.  AEAPR- PA-PL, APO AE 09266

2. Check Cashiers (also known as Check Witers),
Cust odi ans, and Approving Oficials.

a. Selection and appoi ntnent. Conmanders or
activity directors shall appoint personnel as approving
officials, cashiers, and custodi ans.

b. Any U S. Governnment enployee, mlitary or
civilian including |ocal nations, may be sel ected for
appoi nt nent .

c. Check Cashiers, custodians, and approving
of ficials nmust receive standard purchase card training
prior to being issued an active foreign drafts checking
account.

d. The check cashier is the only person who have
authority to issue and sign foreign drafts checks. Hel/she
may hold a purchase card account as |ong as separate
accounts are mai ntai ned and policies and procedures
observed.

e. The Check custodi an orders, receives, stores,
i ssues, inventory, reconcile and di spose of check stock.
He/ she shall not be responsible for approving and
processing requirenents for check witing.

f. Foreign drafts checks are negotiabl e
i nstrunments and nust be stored in a | ocked container, such
as a safe or nmetal filing cabinet. Checks will be accounted
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for appropriately to prevent |oss, theft, or potential
forgery.

g. The Approving Oficial authorizes and certify
the i ssuance foreign drafts checks witten by the cashier.
In order to maintain effective internal controls, the
approving official may not performcheck witing functions
of the custodian or cashier.

3. Authorized Uses of Foreign Draft Conveni ence Checks:

a. Before a foreign draft check is issued, the
requiring organi zati on nust make every effort to use the
purchase card. Maxinumefforts shall be made to find and
use vendors and nerchants that accept the purchase card.

b. Foreign drafts checks nmay be used when supplies
or services are available for delivery within 15 days at the
contractor’s place of business or at destination. Purchases
made with the check nust not require detail ed technical
speci fications or an inspection report.

C. Expenditures not related to small purchases
when aut hori zed by other regul ations such as:

Del i very charges associated with the purchase
made with a conveni ence check when the contractor is
requested to arrange delivery. These charges include |ocal
delivery, parcel post, including cash on delivery (C. OD.)
postal charges, and line haul or inter-city transportation
charges, provided the charges are determ ned to be
reasonabl e and acceptance is in the best interest of the
gover nnment .

d. Transportation passes or tokens, postage.

e. Part-tinme referees, unpires, and officials for
base recreational services, and base chapel nusicians.

f. Foreign drafts checks may be used for paynents
in overseas transactions up to $2,500.00 in support of
contingenci es declared by the Secretary of Defense.
Warranted Conti ngency Contracting Oficers (CCO shall be
the only users of foreign drafts checks in contingency
oper ati ons.

4. Unaut horized Uses for Foreign Drafts Checks Paynents.
a. Paynent of salaries and wages.

b. Travel advances or any ot her advances.
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c. Paynents of travel clains
d. Paynment of public utility bills.

e. Purchases from Governnment contractors or
contractor’s agents who are mlitary personnel or civilian
enpl oyees of the governnent.

f. Repetitive purchases fromthe same contractor
when anot her net hod of purchase, such as a purchase card or
bl anket purchase agreenent woul d be nore appropriate.

e. Paying office late paynents or incidence of
pronpt paynment interest penalties are not justification for
use of the checks.

f. Paynent of spot awards.
E. Admnistrative Fees.

1. The issuing organization is responsible for al
adm ni strative costs associated with the use of foreign
drafts checks fees.

2. The total purchase anmobunt plus the admi nistrative
fee shall be part of the issued check anobunt. Check
cashiers nmust be accounted for the adm nistrative fee in the
check witer’s purchase |og (check register).

3. The current programfees for check witing are:

a. 2%fee of the face value of checks witten
out si de CONUS.

b. $50 cancellation fee may be incurred on checks
that are | ost or cancell ed.

F. Account Reconciliation and Paynent.

1. Al cleared foreign draft checks nust be reconciled
in a simlar manner as purchase card accounts as a part of
the nonthly Statenent of Account (SOA) at the end of the
billing cycle.

2. Checks are printed on duplicate paper to facilitate
tracki ng and reconciliation. Duplicate copies of checks
nmust be retained as a part of the account original
docunentation fil es.

3. Upon receipt of the nonthly Statenent of Account
(SAA), the check cashier shall reconcile the SOA by matching
and/or verifying all foreign drafts checks issued for
pur chases agai nst the check register |og records,
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appropriately taggi ng each transaction as billed, received
and conpl et e.

4. I nplenment appropriate procedures with nmerchants to
resol ve questioned transacti ons.

5. Once cardhol der reconciliation is conplete,
purchase card file is signed and all receipts and support
docunentation is attached and forwarded (preferably
el ectronically) to the ABOw thin 5 working days of receipt.

6. The approving/billing official, upon receipt of
check cashier nonthly Statenment O Account, shall:

(a) Reconcile the Oficial Billing Statenent.
This process requires the ABOto review and verify that al
pur chases made by the cashier matches the official billing
statenent. He/She verifies that transactions were for
of ficial governnment purposes in accordance with federal,
Arny and agency regul ations.

(b) Certifies the billing statenent for
payment. Once reconciliation is conplete, sign the
statenent and forward it to the paying office no later than
the 7 working days of receipt.

(c) Retain a copy certified billing statenent
report for period of 3 years and provide infornmation copies
of the official billing report to the Resource Manager and
the Property Book O ficer, who in turn will post obligated
funds for the billing cycle and revi ew purchase card

G Disputed Checks.

1. The dispute process available wth the purchase card
is not available with foreign draft checks.

2. Any concerns over a purchase nmade with a
foreign draft check nust be resolved directly with the
merchant. The check witer is solely responsible for
securing restitution and/or credit for disputed purchases.
Lost checks are the responsibility of the check witer.

3. Cardhol der Statement of Questioned Itenms (CSQ) will
not be accepted for check purchases. Each activity is
responsi bl e for checks witten on the account, unless it is
determned fraud is invol ved.

4. |If merchants or vendors issue credits or refunds by
cash or check, funds nust imediately be turned in to the
Resour ce Manager

H  Foreign Draft Conveni ence Checks Security.
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1. Commanders and activity directors are required to
ensure that foreign draft checks are safeguarded agai nst
theft or |oss.

2. The foreign drafts checks will be pre-nunbered and
additional controls will be maintained by the check witer
by using a separate purchase log for recording witten
checks (i.e. check register) in addition to the purchase
card | og.

|. Surveillance.

1. Commanders and activity directors are required to
have appropriate oversight in place to ensure good
st ewar dshi p and di scourage and detect fraudul ent actions
with the Foreign Drafts Conveni ence Checks.

2. Foreign draft conveni ence checki ng accounts nust be
audited on a quarterly (every three nonths) basis.

3. The activity’'s designated approving/billing official
is responsible for the inplenentation of appropriate
internal controls.

4. Approving/billing officials shall conduct quarterly
reviews of each foreign draft account as a part of the
regul ar audit reviews required under the surveillance
requi renents of purchase card accounts.

3. The APCs will review each Foreign Draft Conveni ence
Checki ng account under each approving/billing official as
part of the annual surveillance requirenment of the purchase
card program

4. Autonmated reports are available fromthe Bank to
assi st checki ng oversi ght.

Appendi x C

Governnment Purchase Card Use OCONUS Up To $25, 000
Pol i ci es and Procedures

A. Ceneral.
1. The Director of Defense Procurenment issued a final
rul e amendi ng the Departnent of Defense FAR Suppl enent at

Part 213.301 permtting the use of the purchase card on a
st and-al one basis for overseas purchases of commercial itens
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up to $25, 000.

2. Arny Federal Acquisition Regulation Suppl enment
(AFARS) requires additional procedures for use of the
purchase card up to $25,000 as a nethod of paynent above
the m cro-purchase threshold in conjunction with sinplified
acqui sition procedures.

B. Policies.

1. Requests for expanded purchase card authority up to
$25, 000 shall be justified in witing and authorized by the
Instal |l ati on Conmander or Activity Director

2. Standard purchase card training for m cro-purchases
is required prior to training for an expanded limt card

C. Procedures.

1. The procedures for purchase card use up to $25, 000
are simlar to procedures for use of the purchase card at
the m cro-purchase threshol d. Please see nicro-purchase
procedures at Page , Paragraphs 9. A thru 9.

2. Purchase procedures for transactions up to $25, 000
require additional processes. Cardhol ders shall:

a. Obtain Conpetition. Purchases above $2, 500
require conpetition. Conpetition is acconplished by
soliciting a mnimm of three vendors and conparing their
guotes to determ ne the best overall price.

b. Docunent the file: Cardhol ders shall docunent
pur chases validating conpetition obtained, price
reasonabl eness determ nation, and reporting.

c. Timely Reporting. All contract actions $25, 000
or less nust be reported nonthly on DD Form 1057 to the
Contracting Ofice.

D. Account Reconciliation and Paynent.

The account reconciliation and paynent procedures
for use of the purchase card up to $25,000 are identical to
account reconciliation and paynent procedures at the mcro-
purchase threshold. See Page __, Paragraph

E. Disputed Transactions. The dispute procedures for use
of the purchase card up to $25,000 are identical disputed
transactions at the mcro-purchase threshold. See Page
, Paragraph
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F. Surveill ance.

1. APCs will review and audit each approving/billing
of ficial account every 6 nonths (not |ess than tw ce per
fiscal year).

2. Approving/billing officials shall perform
surveillance reviews of 100% of their cardhol der accounts at
| east every 12 nonths (not once per fiscal year). Reports
will be provided to the Contracting Ofice APC

3. A random sanpl e of 25% of cardhol ders assigned to
billing officials shall be reviewed and audited at | east
every 12 nonths (not once per fiscal year).

4. Surveillance results will be maintained on file in
the Installation Contracting Ofice. Copies of surveillance
results will be provided to the billing official’s
organi zati onal comrander, the billing official, and, if

appl i cabl e, the cardhol der.

Appendi x D

Ordering Officer Authority Up To $50, 000
Pol i ci es and Procedures

A. Ceneral.

1) The Director of Defense Procurenent encourages used
of the GPC in placing orders for supplies and services
covered by Indefinite-Delivery or Indefinite Quantity
contracts and Federal Supply Schedul es.

2) The purchase card nmay al so provide a streamined way
of paying for contracts other than those above. Prior to
using the card, the contracting office shall determ ne that
the use of the card for paynent is in the best interest of
the Governnent. The determ nation shall address any
increase in price and/or adm nistrative costs to use the
card versus the cost of processing the paynment w thout the
card.
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3) Cardholders will place orders verbally or
el ectronically using the purchase card as the method of
paynment .

B. Authority.

Specific provisions of acquisition regulations authorize
non- procur enent cardhol ders to act as ordering officials or
representatives of contracting officers. These provisions
I ncl ude:

1) DFARS 213.301(2), in general for orders that fit
within the listed limtations.

2) FAR 16.505(a)(2) for orders against Indefinite-
Del i very contracts.

3) FAR 13.303-3(a) for Blanket Purchase Agreenents.
C. Policies.

1) Requests for expanded purchase card authority up to
$25, 000 shall be justified in witing and authorized by the
Install ati on Conmander or Activity Director

2) Designation for ordering officers’ cardhol ders nust
be in witing and all limtations on the authority will be
stated in the letter of appointnent.

3) Cardholders and certifying officials shall receive
training and orientation covering the use of the purchase
card prior to being del egated procurenent authority as an
ordering officer

C. Procedures.

1. The procedures for purchase card use up to $25, 000
are simlar to procedures for use of the purchase card at
the m cro-purchase threshol d. Pl ease see m cro-purchase
procedures at Page , Paragraphs 9. A thru 9.

2. Purchase procedures for transactions up to $25, 000
require additional processes. Cardhol ders shall:

a. Obtain Conpetition. Purchases above $2, 500
require conpetition. Conpetition is acconplished by
soliciting a mnimm of three vendors and conparing their
guotes to determ ne the best overall price.

b. Docunent the file: Cardholders shall docunent

pur chases validating conpetition obtained, price
reasonabl eness determ nation, and reporting.
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c. Timely Reporting. All contract actions $25, 000
or less nust be reported nonthly on DD Form 1057 to the
Contracting O fice.

D. Account Reconciliation and Paynent.

The account reconciliation and paynent procedures
for use of the purchase card up to $25,000 are identical to
account reconciliation and paynent procedures at the mcro-
purchase threshold. See Page __, Paragraph

E. Disputed Transactions. The dispute procedures for use
of the purchase card up to $25,000 are identical disputed
transactions at the mcro-purchase threshold. See Page
, Paragraph

F. Surveill ance.

1. APCs will review and audit each approving/billing
of ficial account every 6 nonths (not |ess than tw ce per
fiscal year).

2. Approving/billing officials shall perform
surveillance reviews of 100% of their cardhol der accounts at
| east every 12 nonths (not once per fiscal year). Reports
will be provided to the Contracting Ofice APC

3. A random sanpl e of 25% of cardhol ders assigned to
billing officials shall be reviewed and audited at | east
every 12 nonths (not once per fiscal year).

4. Surveillance results will be maintained on file in
the Installation Contracting Ofice. Copies of surveillance
results will be provided to the billing official’s
organi zati onal comrander, the billing official, and, if

appl i cabl e, the cardhol der.
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APPENDI X E
TAX RELI EF PROCEDURES | N GERVANY

1. To obtain tax relief for purchases within Germany an
Abwi ckl ungsschein nust be filled out, stanped, signed, and
given to the vendor. A copy of a conpleted formwth bl ock
by block instructions is included in this Appendi x.
Questions on obtaining the forms, stanps, and conpl eting
the formare covered during the purchase card training.

Furt her questions should be addressed to APCs.

2. When using Abw cklungsschein, nmake sure your receipt
reflects the Mehrwertsteuer relief. Attach the formto the
file copy of the statenment because you will need it later

for German-Tax Audits. Send copy to Finance with reconcil ed
GPC st at enent .

3. Abw ckl ungsschein forns can be obtained from the
fol |l owi ng sources:

U.S. Arny Contracting Conmand Europe
Unit 29331, ATTN. AEUCC- M

APO AE 09266

DSN 375-3214

Commerci al phone: 0621-487-3214
FAX: 0621-487-7281 or 7890

E-Mui | : dekunfyh@q. usacce.arny. m|

4. Fornms can be purchased from stationery stores or ordered
from comercial printers such as Purschke & Henkel wth
of fices in nunmerous cities across Gernmany.

Purschke + Hensel GrHB

Kanal strasse 7

12357 Berlin

Tel: (0049) 030/660901-26

Fax: (0049) 030/66931199 + 030/660901-11
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E-Mai |l : purschke-hensel @-onli ne. de

HOW TO USE THE ABW CKLUNGSSCHEI N MEHRWERSTEUER
1. Nanme and address of supplier

2. Date and Order nunber (BPA, Contract # if applicable)
If I MPAC purchase wite "I MPAC

3. Nane and address of official procurenment agency-this
will be your RCO

4. Nane and address of receiving agency
5. Date of Delivery
6. Exact description of goods or service

7. Measurenents other than nmetric units (lea, a dozen
etc.)

8. Measurenents in netric units
9. Price in D Marks
10. Total anmount in DM Vendor will conplete }

}
11. Date-sane date as in # 5 to be conpleted by the

vendor

12. Stanp and valid signature of supplier

Page # 2
1. DM Anount

2. Deutsche Mark
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3. Visa-I MPAC- Card

4. Cardholder’s activity address

5. Date

6. Oficial stanp

7. Nanme, rank, and agency of certifying officer- Pre-

signed by approving official as certifying officer.
(Cardhol der does not sign anywhere on the form)
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Appendi x F

“Splitting” Requirenents and Purchases

1. “Splitting” is the intentional break down of a known
requi r enent or purchase anount to stay wthin a
cardholder’s authorized delegated spending authority.
This is a violation of federal regulation.

2. Cardhol ders wi Il docunent the purchase file explaining
any unusual situation(s) for purchases which appears to
have been a “split” but wasn’t.

3. The following are exanples of split purchases found
during surveillance reviews:

- A cardhol der |eased a copier, fax machine, and three
projectors for a one week conference. The quote from the
vendor indicated that the cost would be over $2,500. The
cardhol der used his GPC to pay $2,408.30 on 25 March and
$874.85 on 26 March for the week | ease. The cardhol der
indicated that since separate pieces of equipnment were
I nvol ved the purchases were not split. This interpretation
is inconsistent with the FAR

- A cardholder had a requirenment, per a purchase
request and conmmitnent form to purchase an estinated
$8, 530 of equipnent. The cardholder initiated six separate
transactions between 10 March and 31 March to purchase the
equi pnent . The cardhol der i ndicated that since the
requirenents were different nodels the purchases were not
split. Also since three of the faxes were going to
different divisions of the Directorate of Public Wrks and
one was going to the Public Affairs Ofice the cardhol der
indicated the purchases were not split. This is an
erroneous interpretation.

- A cardholder nmde five separate purchases of
educational materials on 2 May. In total, the five
pur chases amounted to $7,100. 13. The cardhol der indicated
the purchases were in support of vacation bible schools

that were going to be held at 5 separate Chapels. The
car dhol der I ndi cat ed this meant t here wer e five
requirenents that were not split. This is an erroneous

I nterpretation.
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APPENDI X G

MANAGEMENT CONTROL CHECKLI ST FOR THE
GOVERNVMENT- W DE COMMVERI CAL PURCHASE CARD ( GPC)

PURPOSE: The purpose of this checklist is to assist
Conmander s, managers, and contracting personnel in

eval uating the key managenent controls below. It is not an
all-inclusive guide to cover all controls. Surveillance
may include additional itens. This checklist is a starting
point for the surviellance, installations nay suppl enent
this gui de as needed.

| NSTRUCTI ONS:  Answers mnust be based on the actual testing
of key managenent controls (i.e. docunent analysis, direct
observation, sanpling, simulating, other). Answers that

i ndi cate deficiencies nust be expl ained and corrective
action indicated in supporting docunentation.

Revi ew of Cardhol der(s) Accounts:

1. Does the cardhol der have a certificate of training
showi ng successful conpletion or any proof of required
orientation and training on federal, arny rules and
regul ations to include |ocal procedures governing the
pur chase card?

RESPONSE: YES — — NO — NA
REMARKS:

2. Does the cardhol der have a Letter of Appointnent for
Del egati on of Procurement Authority on file with any
applicabl e anendnents i.e. single or nonthly limts

i ncreases?

RESPONSE: YES —  NO —— NA
REMARKS:

2. Has the cardhol der received re-refresher (required two
years from date of Del egation of Authority Appointnent)
training and/or materials on purchase card program changes?
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RESPONSE: YES — NO — NA
REMARKS:
3. |If the cardhol der have nore than one GPC account (i.e.

pl astic account, or checking account), are the accounts
established as separate accounts with their own funds?

RESPONSE: YES —  NO —— NA
REMARKS:

4. Does the cardhol der maintain a transaction register or
purchase | og record docunenti ng purchases and show ng
avai | abl e funds bal ance? As a mninmum the | og shal

I nclude: who the purchase is for; date of order; vendor
nane; price paid; and when itemis received.

RESPONSE: YES —  NO — NA
REMARKS:

5. Does the cardhol der obtain the pre-approval for m ssion
requi rements fromthe Approving/ Certifying Oficer/Billing
O ficer prior to nmaking a purchase?

RESPONSE: YES — — NO —— NA
REMARKS:
6. |s there evidence that Mandatory Sources of Supply have

been checked prior to naking the purchase fromthe open
mar ket ?

RESPONSE: YES — — NO — NA
REMARKS:
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7. |Is the cardhol der using the “Abw cklungschein” to
obtain “Tax Relief” on behave of the U S. Governnent when
maki ng a purchase for official governnent use?

RESPONSE: YES — — NO —— NA
REMARKS:

8. Were there any unauthorized purchases or inproper
pur chases made by the cardhol der?

RESPONSE: YES —  NO — NA
REMARKS:

9. Does the cardholder conply with the established single
purchase limt and nonthly purchase limts?

RESPONSE: YES — - NO — NA
REMARKS:
10. 1Is there evidence of “split purchasing” being

performed by the cardholder to stay within the m cro-

pur chase threshol d? Have cardhol ders conplied with FAR
13.003 that prohibits breaking down requirenents into
several purchases in order not to exceed the mcro-purchase
threshold (splitting requirenents)?

RESPONSE: YES — — NO — NA
REMARKS:

11. Does the cardhol der rotate purchases anong
vendor s/ nmerchants to pronote conpetition?

RESPONSE: YES — — NO —— NA
REMARKS:
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12. Does the cardhol der all ow anyone el se (i.e. Approving
Oficial) to use his/her card to make purchases?

RESPONSE: YES — — NO —— NA
REMARKS:

13. Does the Unit Activity or Organization have a
procedure in place to ensure that property acquired is
accounted for with the Property Book O ficer?

RESPONSE: YES — — NO —— NA
REMARKS:

14. Are non-expendable, sensitive, or highly pilferable
supplies reported to the Property Book O ficer for hand
recei pt?

RESPONSE: YES —  NO — NA
REMARKS:

15. Does the cardhol der reconcile nonthly statenent of
accounts and forwards to the approving/billing official
within 5 wrk days after receipt?

RESPONSE: YES — — NO —— NA
REMARKS:

16. Wien there are discrepancies with the Statenent of
Account, has a Statenent of Cardhol der Statenent of
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Questioned Itens been submtted to U.S. Bank within 60
days?

RESPONSE: YES —  NO — NA
REMARKS:

17. Does the cardhol der maintain an accurate record of
unresol ved di sputed purchases?

RESPONSE: YES — — NO —— NA
REMARKS:

18. Has the cardhol der Statenent of Account been date
st anped upon receipt?

RESPONSE: YES — — NO —— NA
REMARKS:

19. Determne if receipt of goods been verified prior to
paynent ?

RESPONSE: YES — — NO —— NA
REMARKS:

20. Did the cardhol der, after reconciling his/her
statenment by verifying each transaction agai nst the
purchase log, forward it to the Certifying Oficer/Billing
Oficial wwthin three days of receipt?

RESPONSE: YES — — NO —— NA
REMARKS:
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Revi ew of Approving/ Certifying Oficer/Billing Oficial(s) Accounts:
1. Are the follow ng docunents on file and/or current?
a. Appointnment as Certifying Oficial Letter

RESPONSE: YES NO NA
REMARKS:

b. Training Certification

RESPONSE: YES NO NA
REMARKS:

c. Copy of USAREUR Regul ation 715-33.

RESPONSE: YES NO NA
REMARKS:

d. Copy of last inspection of cardhol ders.

RESPONSE: YES NO NA
REMARKS:
e. Menmorandum I isting all cardhol ders, their accounts

and authorized expenditure limts they are responsible for

RESPONSE: YES NO NA
REMARKS:

2. Are cardhol der statenment of accounts (SQA) being reconciled nonthly?

RESPONSE: YES NO NA

REMARKS:
a. Verified proper funding in place prior to purchase(s)
b. Verified purchase approval procedures adhered to

C. Verified the Demand History Additions subnmitted to the
SSA/ SSO for input to SARRS

d. Verified the itens purchased properly accounted for on
property book records or hand receipts
e. Verified mandatory sources used or proper waivers/authority

given to deviate
Revi ew of Approving/ Certifying Oficer/Billing Oficial(s) Accounts
(cont’'d):

3. Verified that taxes were not charged- if so, ensured efforts to
recover taxes by/from merchant have been initiated. (Taxes are not
di sputable itens with the bank and nust be recovered fromthe vendor)

RESPONSE: YES NO NA
REMARKS:

4. Verified that dispute procedures have been i npl enented as needed.
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RESPONSE: YES NO NA
REMARKS:

5. Verifies credits prom sed by vendors have been processed and
credited.

RESPONSE: YES NO NA
RENMARKS:

6. Verifies that cardhol ders have signed the back of each page of the
statement of account.

RESPONSE: YES NO NA
REMARKS:
7. Wre the billing account statenents (BAS) certified and forwarded to

the paying office (DFAS) no |later than seven (7) working days from
receipt?

RESPONSE: YES NO NA
REMARKS:

Revi ew of Approving/ Certifying Oficer/Billing Oficial(s) Accounts
(cont’ d):

8. Retains a copy of certified billing statenent report for a period
of three (3) years?

RESPONSE: YES NO NA
RENMARKS:

9. Conducts reconciliation/provides property book

of ficer and resource nmanager copies of the official billing report in
order to verify accountability of items purchased and to track funds
obligated/ conmitted.

RESPONSE: YES NO NA
RENMARKS:
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U.S. Conveni ence Checks/ Foreign Drafts Conveni ence Checks.

Eval uate admi nistration and control of foreign draft
Conveni ence Checks.

1. Determne that the authority to have a foreign draft

conveni ence check account was requested and justified in
witing, and signed and dated by the Conmander or his/her
desi gnee of the activity.

RESPONSE: YES — — NO — NA
REMARKS:

2. Determine that the justification: <cited a recurring
need that could not be fulfilled by use of the governnent
purchase card or governnent travel card; an estimate of the
bul k fundi ng amount; and an estimate of the adm nistrative
cost of the account.

RESPONSE: YES — NO — NA

REMARKS:

3. Determne that specialized training was provided to
accommodat i on check hol ders and approving officials.

RESPONSE: YES — — NO — NA
REMARKS:

4. Determine that foreign drafts accounts are bul k funded
with a single accounting classification or work code as
assigned by the resource nmanager.

RESPONSE: YES — — NO —— NA
REMARKS:
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5. Determne that foreign draft conveni ence check accounts
are established as a separate account and are not conbi ned
with active purchase card accounts.

RESPONSE: YES — — NO — NA
REMARKS:

6. Determ ne that accommodati on checks are independently
audited on a quarterly basis by an official designated in
witing by the Commander.

RESPONSE: YES —  NO — NA
REMARKS:

7. Determ ne that acconmodati on checks are audits verify:

e Al unused checks by preprinted sequenti al
nunbers.

* Reconciliation of all check nunbers used during
the quarter under audit.
¢ Check anmpbunts are limted to $2, 500.

e Purchases are not split to stay under the
acconmodation check limt.

RESPONSE: YES —  NO —— NA
REMARKS:

8. Determne that |ocal policies and procedures prohibit
t he conversion of checks to cash and the use of checks out
of sequence.

RESPONSE: YES — — NO —— NA
REMARKS:

74



‘FI NAL DRAFT USAREUR Reg 715-33

75



‘FI NAL DRAFT USAREUR Reg 715-33

LETTERHEAD

OFFICE SYMBOL DATE

MEMORANDUM THRU INSERT RANK, NAME, UNIT

FOR DFAS-EUROPE, ATTN: RFPSIMPAC, UNIT 23122, APO AE 09227

SUBJECT: Appointment of Certifying Officer (CO)

1. Effective this date you are assigned duties as a Government Purchase Card (GPC) Certifying
Officer to Defense Finance and Accounting Service, Europe, Unit 23122, APO AE 09227.

2. Authority: AR: 37-103 and DFAS-IN Regulation 37-1.
3. Purpose: To certify following payment vouchers and documents:

a. USBank invoices, certifying payment for supplies and services obtained with the
Government Purchase Card.

b. Abwicklungsschein (German tax relief form).
4. Period: Until officially released from appointment.

5. Special instructions: You will be familiar with the applicable financial regulations

and any written instructions from Defense Finance and Accounting Service, DFAS. You will
read and understand these instructions prior to accepting the Certifying Official position. You, as
Certifying Official can be held pecuniary liable for vouchers certified for payment that contain
false, incorrect or misleading information. As GPC Certifying Official, you are only authorized
to certify for payment of the document listed above. For all documents you certify under this
appointment, your signature must be in the same form that you signed the DD Form 577.
Complete the enclosures, forward the original to DFAS-Europe, a copy returned to me and a copy
attached to your Approving Official Set-Up Form.

2 Encls SIGNATURE BLOCK
Certifying Official Acceptance RANK, SVC

DD Form 577 Signature Card COMMANDER OR DIRECTOR
CF (w/ encls):

Chief, Regional Contracting Office, Seckenheim, ATTN: GPC (IMPAC)
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OFFICE SYMBOL DATE

MEMORANDUM FOR INSERT COMMANDER OR DIRECTOR ABOVE

SUBJECT: Certifying Officer Statement of Agreement

1. By signature hereon, | acknowledge my appointment as a certifying officer to DFAS-

Europe. | have received and fully understand the written and oral instructions pertaining to the
certification of Government Purchase Card (IMPAC) official invoices from the Finance Officer
or designated representative. | have read and understand my responsibilities and accountability.

2. | understand that | have entered an agency relationship with the Finance Officer,
DFAS-Europe. | further understand that | can be held pecuniary liable in my own right or in
conjunction with the Finance Officer for payment that | have certified, which later are determined
to beillegal, improper, or incorrect. | understand that this appointment will remain in effect until
revoked in writing by you or your successor.

3. Attached for your approval isthe completed DD Form 577, Signature Card.

Certifying Officer Name (PRINT)

Certifying Officer Signature

Date

Phone

Enclosure 1 to Certifying Official Appointment Letter
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1. NAME (Type or Print) 2. PAY GRADE 3. DATE

4. OFFICIAL ADDRESS

5. SIGNATURE

6. TYPE OF DOCUMENT OR PURPOSE FOR WHICH AUTHORIZED
Certification for payment of Monthly I.M.P.A.C. Billing Account Statement

THE ABOVE IS THE SIGNATURE OF THE AUTHORIZED INDIVIDUAL
7. NAME OF COMMANDING OFFICER (Type or print) |8. PAY GRADE

9. SIGNATURE OF COMMANDING OFFICER

DD FORM 577, MAY 88 Previous edition may SIGNATURE CARD
be used until exhausted.

Enclosure 2 to Certifying Official Appointment Letter
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SAMPLE APPO NTMENT LETTER
GPC CARDHOLDER W TH $25, 000 AUTHORI TY

SUBJECT: Appoi ntnent of | MPAC Cardhol der with $25, 000 purchase
authority

1. Appointment. In accordance with DFARS 213.301, you are appointed an

IMPAC Cardholder with authority to make transactions up to $25,000 subject to limitations set
forth in the DFARS. Y our appointment shall become effective (enter date) and shall remain
effective, unless sooner revoked, until you are reassigned or your employment is terminated.

Y ou are subject to the technical supervision of the Chief,

(Contracting Office).

2. Authority, Limitations and Requirements. 'Y our appointment is subject to the following
limitations and requirements. DFARS 213.301 authorizes use of IMPAC as a stand alone
purchase/payment method when
a. Thepurchase:
(1) Ismade OCONUS for use OCONUS

(2) Isfor aCommercial Item, but is not for work performed by employees recruited
within CONUS

(3) Isnot for supplies or services originating from, or transported through, sources
identified in FAR 25.7 (Restricted Countries)

(4) Isnot for Ball or Roller Bearings as end items, and

(5) Does not require access to classified or Privacy Act information, and
b. Theindividual making the purchase

(1) Isauthorized and trained in accordance with agency procedures

(2) Complieswith FAR 8.001 (JWOD) when making the purchase

(3) Seeks maximum practicable competition for the purchase in accordance with FAR
13.104 (b) (solicit three sources)

c. You areresponsible to ensure supplies or nonpersonal services ordered conform to
Government requirements before acceptance is made or payment authorized, and that all
applicable property accountability rules and procedures are followed.

d. theauthority granted in this appointment may not be redelegated to any other person.
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3. Sandards of Conduct and Contracting Action Reporting Requirements.
a. You shal comply with the standards of conduct prescribed in DoD 5500.7-R.

b. You shall furnish the undersigned such information as may be required for contracting
action reporting purposes in the manner and the tinme specified.

4. Termination of Appointment.
a. Your appointment may be revoked at any time by the undersigned authority or successor
and shall be terminated in writing.

b. Should you be reassigned from your present position or separated from Government
service while this appointnment is in effect, you shall pronptly
notify the appointing authority in witing. Your appoi nt nent
will be terminated in witing if you are reassigned; it shall
automatically be termnated on the date you are separated from
Governnment service, if it is not revoked sooner.

5. Acknowledgement of Receipt. Y ou are required to acknowledge receipt of this appointment
on the duplicate copy and return it to the appointing authority. Y our signature also serves as
certification that you have read and understand the contents of DoD 5500.7-R. The original copy
of this designation should be retained for your life.

SIGNATURE BLOCK
CONTRACTING OFFICE CHIEF

Receipt of this appointment is acknowledged.

NAME: (Print or type) SIGNATURE:
TITLE: DATE:
RANK/GRADE: TELEPHONE:
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LETTEEHEALF
ENFICE SYMICH DATE
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ITEM |

ITes 3

ITEM
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IMPAC Purchase uest

Fram: DSH: Ta:
Daba of Request ATTH:
oYy FE__ NFRCRIPTION OF SUPPLIES FI__EH'\I'IE:FH E-I_'F‘H'E! TOTAL

i

2

3

4
B

Sowron { Vandor R

Auitherizing Regulstan

Shgnatire
Prowide e PED a cogy ol IMPAC purchase faceindd and imoices within 5 davs affer e ounohase,

STATEMENT: I hereby grant approval for the purchase of the above requesied
item{g) in accordance with

Diate Segrature

| certify thnt ahove reguesied bams | ssricoes ane mission essantial,
Flequies] approved: |"r'EE| fhl'l:li

Diabs fAppraving Official

hleea racenad Nems & umaﬂuihllD
{ Docurnent ancor Hand Reca Mumbms
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	F.  Commander, Wiesbaden Contracting Center and
	a. This regulation prescribes policies, guidance, responsibilities, and procedures for the acquisition of commercially available supplies or services, including construction valued within the simplified acquisition threshold here within United States Arm
	b.  The Government-wide commercial purchase card (GPC) program, also known throughout the Department of Defense as the International Merchant Purchase Authorization Card (I.M.P.A.C), delegates procurement authority with stated limitations, in writing, th
	c.  The USAREUR GPC Program delegates procurement authority for authorized, approved purchases valued within the following thresholds:
	1)  Micro-purchase Threshold Authority.  Purchases valued at or below the micro-purchase threshold ($2,500 or less; $2000 for construction).
	2)  Expanded Authority. Purchases value exceeding $2,500 up to $25,000 outside of the Continential United States (OCONUS).
	3)  Ordering Officer Authority.  Purchases valued at or below $50,000, via placing orders (if authorized in the contract) for supplies and services covered by Indefinite-Delivery (ID) contracts and Federal Supply Schedules (FSS).
	b. The Federal Acquisition Streamlining Act (FASA) of 1994 established the I.M.P.A.C. for use in purchasing and/or paying for authorized commercially available supplies, services, or construction.
	c.  I.M.P.A.C. hereinafter will be referred to as the Governmentwide commercial purchase card (GPC).
	3.  Applicability.
	b.  The procedures contained in this regulation are applicable to appropriated funds purchases.  Purchase procedures do not apply to Non-appropriated Fund Instrumentalities (NAFIs).  Authorized NAFI personnel must use the Government purchase card in acco
	APO AE  09227
	DSN 484-4424

	Unit 26622, ATTN: AEUCC-W
	DSN 365-9625
	FAX:0444-381-280
	
	
	
	Figure 9-1, Flowchart of Request/Approval/Reconciliation Procedures





	- False Claims                      18 U.S.C. 287
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